




















The Marchant Transflo ..the calculator that ends time-wasting hand figuring ... increases 


productivity 25 per cent! @ Take invoicing, for example. Suppose you're multiplying 24 items 
at $1.25 each and want to take a 15 per cent discount. You just transfer the 24 x $1.25 
answer back to the keyboard dials with the exclusive back transfer key. Then multiply by 15 
and there's the answer...instantly transferred in a single cycle. No re-entry required. @ Contact 
your nearest Marchant representative to see the Transflo on your figurework, or simply clip 
the coupon and mail today 


FREE "MARCHANT METHOOS application case studies 
tailored to your business. Over 200 specific industry studies 
available. Let a Marchant man show you how to handle figure 
work faster and more accurately. Just mai! this coupon for your 
free “Marchant Methods.” Smith-Corona Marchant, 410 Park 
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Daily totals 


tallied quickly, easily, with the Tickometer 


If you need a daily count of job 
tickets, time cards, piecework tags, 
invoices, sales slips, orders, 
coupons, return cards, checks or 
cash — you need a Tickometer. It 
counts eight times as fast as an 
experienced girl, reduces hours of 
hand work to minutes, gives you 
the answers sooner, and correct! 
Saves time, and frees workers 
for more productive jobs. 


e The Tickometer can count from 
400 to 1,000 pieces a minute. It’s so 
accurate that banks use it to count 
currency. Records part and full totals; 
and can be set for a predetermined 
count. 


e The Tickometer can also be used to 
imprint, mark, date, code, endorse — 
does a wide variety of mechanical 
jobs. Prints with rubber mat, type slug 
or electro. Easy to set and operate, 
it feeds and stacks automatically, can 
be used by anybody. With attachments, 
it signs checks, does consecutive 
numbering. One Tickometer can work 
for several departments. 





e You can lease or buy a Tickometer. 
And Pitney-Bowes service is nation- 
wide, and available from 320 points. 
Ask any Pitney-Bowes office for a 
demonstration without obligation. Or 
send for free illustrated booklet and 
case studies. 


PITNEY-BOwEs, INC. 
3439 Walnut St., Stamford, Conn. 


1 
Pitney-Bowes 
| Send Tickometer booklet and case | 
l | 
| l 
| | 
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TICKOMETER 


Counting & Imprinting Machine 


Made by the originator of Address 
the postage meter . . . 139 offices ddres 


in U.S. and Canada. Serer pana ee eee seme seme nines mere ee ene st 
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Take the“hide-and-seek’ out of 


business communications with 


NEW AUTOCALL PAGING SYSTEMS 








* 





@ An Autocall Paging System locates people rapidly... puts them in quick communi- 
cation with the telephone operator...with you...with customers calling in. It reduces 
waiting time for everyone, frees telephone trunk lines and greatly improves efficiency. 

Important, too, Autocall’s pleasing coded signals are confidential, always clear 
and distinct, never distracting. 

And you'll like these plus conveniences: automatic work-start and dismissal 
signaling; “watchman’s call” for after hours entry control, “zone” paging, and 
Autocall’s supplemental coding which permits the operator to transmit a confidential 
coded message with any call. 

New “800 Series” Centrals are as modern as tomorrow... enhance and complement 
any office decor. Models and capacities for every size business. 

For a limited time, you get a liberal trade-in allowance on any paging central 
regardless of make or age. For all the money-saving benefits and facts, write 
The Autocall Company, Shelby 3, Ohio. 


flutocall pacine 


THE GREAT TIME SAVER 
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How to Measure Quality and Quantity of Clerical Work 
Usually work measurement and quality control programs have been 
operated separately with no way to relate the two and arrive at an 
effective production index for the individual worker. 
DoNALD B. STRAHLMAN 


a Company Library More Than Justifies Its Cost 

A librarian tells how to set up and operate a library especially 
adapted to your particular business, and the advantages you can ex- 
pect in convenience and time-savings by having this immediate source 
of information. RUTH L. SCHAEFER 


Preemployment Investigations Reduce Turnover Costs 
You want expert advice and a detailed analysis to back up your 
judgement when you buy expensive equipment. Why not reqitire a 
similarly thorough investigation when you acquire new personnel? 
VINCENT GILLEN 


Know Your Rights in Office Bargaining . 
Management must learn how to make its own demands and then to 
“horse trade” effectively against union demands. The authors pre- 
sent a procedure for successful bargaining. 
G. T. MepLock & R. D. STEVENS 


More Than 30,000 Expected at OMAC Seminar, Business Show 
Equipment Lease Plan ....... 

NOFA Convention in New York 

How Offices Gain by Doing Their Own Plastic Binding......... 


Punched Cards Can Pave the Way to Automation 
Although punched card equipment is considered old-fashioned by 
some folks today, there are many to whom it is still quite a mystery 
—hence something to be avoided. Douc.Las D. HUBBARD 


Tape and Card Readers 
A Fast System for Source Data... 
Computer Becomes an Electronic Teacher... . 


THE OFFICE Product Index New Products . 

Annual Office Management Forum ... q Literature from the Manufacturers ... 

New Books News of the Office 

Camera! - News of the Industry 2 
Right or Wrong in Employee Relations National Conference & Exhibit Calendar 215 
Automatic Systems 111 As We See It 218 


ON THE COVER: Design for a company library or 
records room by Peter Muller-Munk Associates for 
United States Steel Corp. Equipment panels consist 
of a urethane foam plastic filler sandwiched between 
steel, and are 25% lighter than an equal thickness of 
plywood. (See page 60.) 
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Answer the Wraps 
Problem in Offices 


and Waiting Rooms 


These efficient VALET 
Racks keep wraps off wait- 
ing room chairs, aired, 
dry and in press. Hold 
coats spaced apart, hats, 
umbrellas and overshoes. 
Accommodate 3 persons 
per running foot. Come in 
lengths of 3 ft. 3 in. or longer 
by the foot. The S-6 Office 
Valet costumer accommodates 
6 people—ends piling of gar- 
ments on others. Will not tip 
over. Built for life-time serv- 
ice of heavy gauge, welded 
furniture steel. Smart in mod- 
ern baked enamel fin- 
ishes. Units form a com- 
plete system of wardrobe 
equipment that provides effi- 
cient wrap accommodation 
wherever people gather. 
Write for Bulletin OV-10 


Rt. 83 and Madison St., Elmhurst, III. 
For More Information Circle No. 250 
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Monroe Calculating Machine Company, inc. Sales and service in principal cities everywhere. General offices, Orange, N. J. 
For More Information Circle No. 392 
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UNION PLANTERS NATIONAL BANK 
MEMPHIS. TENNESSEE CHECK NO. 
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NEW Hano 
CHECK DESIGN SERVICE 


FOR MULTICOPY CHECK AND VOUCHERS 


Use Snap-a-Part or Continuous style checks 
complete with Magnetic Ink Characters 


Multicopy, lithographed checks with magnetic ink characters are a 
Hano speciality. Backed by check designing and printing experience since 1888, 
Hano representatives can offer you a modern check — service, 
complete with magnetic ink characters now being required by many banks. 
Hano magnetic ink checks are pre-tested for guaranteed performance, and certified by 
machine manufacturers for acceptability. Hano multicopy check systems 
for payroll, dividends, accounts payable and other applications, 
are the first choice of careful buyers. 


ARE YOUR CHECKS OUT OF DATE? GET THE FACTS NOW ON CHECK SYSTEMS BY 


Git 


SINCE 16866 


an HANO CO., INC., HOLYOKE, MASS. 


Send complete information and sample check packet No. 


Name 





Company 





Street 





City State 
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The o 
© ecCf PRODUCT INDEX 


This index, prepared for your convenience, lists the products and services adver- 
tised in this issue. Refer to pages listed for information on each. Further details 
can be had by writing manufacturer direct, or by use of reader inquiry card. 


All numbers below refer to PAGES, Reader inquiry card numbers are at the 
bottom of individual advertisements. 


PRODUCT PAGE 
ACCOUNTING BOARDS 


Multi-Rite 
Post-Rite 


ACCOUNTING MACHINES 
National 


ADDING MACHINES 


Friden 
Monroe 
- Numeria 


ADDRESSING EQUIPMENT 
Addressograph 


Oul® Stripper Je. ..........0% 
Scriptomatic 


BINDERS 
Accogrip 


BINDING, PLASTIC 
Plastico 


BLUEPRINT FILES 
Confidential 


BOOKCASES 


BUSINESS SHOWS 


Midwest 
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PRODUCT 
CALCULATORS 


Bohn Contex .... 


Totalia 
Transflo 
Victor 


CAMERAS 
Meteorite 


CARBON COPY SETS 


CARBON PAPER 


Carter's 
Curtis-Young 
Grip-N-Pull 
Plastisol 
Webster 


CARD PRINTING PUNCH 
Printapunch 


CASH DRAWERS 
Indiana 
CASH REGISTER PARTS 


CASH REGISTERS 


CHAIRS 


PRODUCT 
CHECKWRITERS 


CLEANING CLOTHS 
Masslinn 


CLOTHES RACKS 
Office Valet 


COFFEE BREAK TIMER 


Versatimer 


COIN CHANGER 


COLLATORS 


Bookleteer 
Halverson 
Maceymatic 
Rotomatic 


COMPUTERS, ELECTRONIC 
Monrobot XI 


CONTROL BOARDS 


Boardmaster 
Maggie Magnetic 


Visual Magnetic 


COPYHOLDERS 
Cop-e-Eez 
Copy-Right 
Rite-Line 





PRODUCT 
COPYING MACHINES 


SE nk enon wkws bake nee's 
Copyflex 
Ektalith 
ElectraMatic 
Luxacopy 
Masterfax 
Meteorite 
Photostat 176 
Polymicro oor 
Thermo-Fax ey ae 
Verifax 163 
Xerox 168 


PAGE 


— 
86, 87 
23 
43 
182 
Inner Back Cover 
44 


COUNTER-IMPRINTER 
Tickometer ........ 3 


DATA PROCESSING, Automatic 
Hano ...... ie casas ys 8 
Keysort ; . 142 
Monrobot XI -P ; . 7 
Printapunch 

Teletype 


DATING MACHINES 
Roberts .... 


DESKS 


Ampla .. 
Bentson 
Cole ... 
Columbia .. 


DESK RACKS, TRAYS 


Build Up 
Flash 
Kieradesk 


DESK TOPS 


Nevamar 


DICTATING MACHINES 
Comptometer 

StenOtape 

Telefunken ... 
Time-Master 


DRAFTING INSTRUMENTS 
Varigraph . 
DUPLICATING SUPPLIES 


208 
46 
18! 
.. Inner Back Cover 


Curtis-Young 
Electro-Rex 
Masterfax ... 
Plastisol 
Statikil 
Sure-Rite 
Webster .. 


10 


PRODUCT 

DUPLICATORS, OFFSET 
ek 
140, 141 


PAGE 


A,B. Bick ....-. 


DUPLICATORS, SPIRIT 


Conqueror 


DUPLICATORS, STENCIL 


Rex-Rotary . 
Speed-O-Print 


ENVELOPE OPENERS 
MailOpener 


ENVELOPES 
Special Duty 


ERASERS 
Graypoint 


FACSIMILE MACHINES 


Electro-Rex 


Masterfax . Inner Back Cover 


FILES 
Acme Visible 
Atlas 

Cole 
Columbia 
Ever-Safe 
Flash 
Glider 
LeFebure 
Map 

Pronto 
Spacefinder 
Trans-Shelf 
Wassell 


FILING SUPPLIES 


Accogrip 
Barkley 
File-A-Sist 
Graffco 
Smead 
ae 


FLOOR MATS 


Floor Show .. 


FOLDING MACHINES 


Auto-Folder 
Fold-O-Matic 


PRODUCT 
FORMS 


EE et re 
International 
Readytabs 

Reynolds & Reynolds 
Rogersnap 
Speediflex 

Stevenson & Smith 
Stub-Set 


FORMS HOLDERS 
ere ; 


INSERTING MACHINES 
Phillipsburg ... : 


INTERCOMS 


KEY CONTROL SYSTEMS 
Telkee .. 


LAMINATING MACHINES 
myer Inner Back oe 


Masterfax . 
Thermo-Fax 


LETTERHEAD ENGRAVING 
Dewberry 

LETTERING INSTRUMENT 
WUD ois cap pr cctanedsess 
MACHINE STANDS 


MACHINE TIMERS 
Hour Meter 


MAIL BAGS 

Security 

MAIL CART 

Chesley ... 

MARGINAL PUNCHED CARDS 
Keysort ... 

Stevenson & Smith .. 


MICROFILM EQUIPMENT 


Filmarcor ...... 
Photostat 
Recordak .... 
‘Remington Rand 
Thermo-Fax .... 


MOISTENERS 


No-Over-Flo 


NAMEPLATES 
Autographs . 
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$1000 WORTH OF OFFICE FURNITURE 


NOW ONLY 
40: A DAY 


Any way you figure —$1000 to $10,000 
or more worth of office furniture — 
you'll be dollars ahead with the new 
Columbia-Hallowell Lease Plan. In 
addition to enjoying lower leasing 
costs than most plans, you benefit by 
the most flexible time schedule avail- 
able. From three to ten years... with 
option to renew or purchase at low 
cost. And remember—whether you 
lease or buy, it’s good business to 
specify Columbia Office Furniture. 
It’s unsurpassed in beauty, utility 
and quality construction. 


Mail coupon for 

FREE BOOKLET 

giving full details of the 
Columbia-Hallowell Lease Plan 


HALLOWELL 
DIVISION 


JENKINTOWN 88, PA. « SANTA ANA, CALIFORNIA 
' 
H 
' 


where reliability replaces probability 


Name 


Wide selection of models and colors 
in each of these Columbia groups: 


Contemporary Collection for ef- 
ficiency in the modern execu- 
tive office. 

Nine-to-Five ... the ultimate in 

customized modular work cen- 

ters. 

Columbia Desks, offering custom 
uality and styling in standard 
esks. 

Ampla Desks . . . functionally de- 

signed to give space economy at 

economy price. 

Also extensive lines of Office 

Chairs and Files. 


Shop Equipment, too. You can lease 
Hallowell shop equipment—work 
benches, shelving, chairs, stools, and 
cabinets under this same adapt- 
able plan. 


COLUMBIA- wemmacmmadbe pe xh hsssuaremmmall she scat 


COLUMBIA-HALLOWELL DIVISION SPS 
Jenkintown 88, Pa. 

Please send me full information on the 
Columbia-Hallowell Lease Plan. 





Company. 


Address 


(Please Print) 








State. 
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PRODUCT PAGE 
NUMBERING MACHINES 


Quick-Change ee 


OFFSET EQUIPMENT, SUPPLIES 
(Also see Duplicators, Offset) 


Curtis-Young ............... ; 


Electro-Rex 
Flip-Top 
Masterfax 


Meteorite 4a 
100 
66 
Rapid Printer 205 
Sadolins 98 
Statikil |44 
Van Son Holland ............ 210 
168 


PAGING SYSTEMS 
Autocall 


PAPER CUTTERS 
Challenge 
Triumph 

PAPER DRILLS 
Challenge 
Spinnit 


PAPER HANDLING COMPOUND 


PAPER JOGGERS 


Autojogger 
Syntron 


PAPER SHREDDERS 


Auto-Shred 
Destroyit 
Shredmaster 


PAPERS, COPYING 


Copymaker 
ic 
Nekoosa Fax .... 


PAPERS, DUPLICATING 


Executive 
Mackinac 


Run-Rite 


12 


PRODUCT 
PAPERS, LEDGER 


Nekoosa 


PAPERS, LETTERHEAD 


Executive 
Mackinac Bond 
Nekoosa Bond 


Plover Bond 

Stan-Pak 

PAPERS, ONIONSKIN 
Nekoosa 

PAPERS, SECOND SHEET 
Sea Foam Bond 


PAPERS, TRANSLUCENT 


Master-Lucent 
Patapar 


PAYROLL SYSTEMS 
Multi-Rite 
Shaw-Walker 


PENCILS 
Mongol 
Penci-Pen 
Ticonderoga 
PENCIL SHARPENERS 
Dux 


PENS, BALLPOINT 
Handi-Pen 
Lightning 
Office-Riter . 
Penci-Pen ...... 


PHOTOCOPIERS 
(See Copying Machines) 


PLASTIC, EXTRUDED 
Yates 


POSTAGE METERS 
Pitney-Bowes 


RECORDS STORAGE BOXES 


RIBBONS, INKED 


Carter's 
Curtis-Young 


35, 124, 


PRODUCT 
SAFES 


Ever-Safe 


SEMINARS 
Midwest 


SOUND CONTROL 
Acoustinet 


STAPLERS 
Bostitch 


STATIC ELIMINATOR 
Statikil 


STEEL SHELVING 
Hallowell 


STUDY COURSES 


Business Electronics 
Systemation 


TAPES, SELF-ADHESIVE 
Scotch 

TELEPHONE NOISE CONTROL 
Hush-A-Phone 
TELETYPEWRITERS 

Teletype 

TIME RECORDERS 

Roberts 

TYPE COMPOSING MACHINES 
VariTyper 

TYPEWRITERS, AUTOMATIC 
Royaltyper 


TYPEWRITERS, ELECTRIC 


Raphael 
Outer Back Cover 


TYPEWRITER PARTS, TOOLS 


Futuristic Galaxie 
Typewriter Sundries 


TYPING CARD HOLDER 
Palson 


XEROGRAPHIC EQUIPMENT 


Tue Orrice—February, 1961 











MANAGERS! SEE FOR YOURSELF... the most versatile 
business machine in the business world DOES MORE JOBS! 


On Wall Street, Michigan Avenue... Main Street U.S.A. .. . ‘“Thermo- 
Fax’? Brand Copying Machines are copying correspondence, address- 
ing labels, laminating, making statements, projection transparencies, 
and paper printing plates. Also, systems papers for at little as 2¢ a 
copy. Plus many more jobs. 

And all-electric ‘‘Thermo-Fax’’ Copying Machines are delivering 
each job perfectly dry in just 4 seconds! 

The ‘“‘Thermo-Fax’’ Copying Machine is the business man’s business 
machine for one sound reason . . . does more jobs! See for yourself. 
Mail this coupon. 


ADDRESSING LABELS PROJECTION TRANSPARENCIES LAMINATING 
SYSTEMS PAPERS GENERAL COPYING PAPER PLATES 


Thermo-Fax 


COPYING MACHINES 


MINNESOTA MINING AND MANUFACTURING CO. 
Dept. DBY-21, St. Paul 6, Minnesota 


At no obligation, |'m interested in information about 
how a ‘“‘Thermo-Fax’’ Copying Machine can simplify 
the jobs mentioned above. 


ET ERLE 


WMiiewesora (fining ann Company___ 
Manvracrurine company ialdraes 


++ WHERE RESEARCH IS THE KEY TO TOMORROW 


ORS __Zone___ State 


THE TERM ‘*THERMO-FAX’’ IS A REGISTERED ia Check if you now own a “*Thermo-Fax”’ Copying 
TRADEMARK OF 3M COMPANY Machine. 
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How to Measure Quality and 


Quantity of Clerical Work 


DONALD B. STRAHLMAN, Methods Analyst, 


Prudential Insurance Co. of America, Chicago. 


HE GROWING COMPLEXITY 

of office operations makes it in- 
creasingly difficult for management to 
know exactly what individual office 
workers are producing. It has, therefore, 
become necessary to rely upon various 
tools to determine office productivity. 
Among the tools available are work 
measurement and quality improvement 
programs. Each can be effective when 
used alone to give management the spe- 
cific information for which it was in- 
tended: staffing analysis, overtime pro- 
jection, training requirements, etc. How- 
ever, it has been rare when programs 
have combined both quantity and qual- 
ity measurements. 

Usually, work measurement programs 
are installed on an individual basis and 
results are tabulated to produce a pro- 
duction rate for each individual clerk 
performing in the office. On the other 
hand, quality improvement programs 
have been applied to give only an over- 
all rate for the entire office. Although a 
clerk has been operating under both 
programs, there has been no way of re- 
lating the two to arrive at an effective 
productivity index for the individual 
worker. 

Before going into an explanation of 


14 


a method for combining the two into an 
effective quality-quantity index, it might 
be best to explain briefly exactly what is 
meant here by work measurement and 
quality improvement programs. 

Basically, a work measurement pro- 
gram is a method of comparing a clerk 
with an “average, well-trained clerk” . 
doing the same work. Since it is impos- 
sible to have this ideal clerk doing the 
same work as every clerk in the office, 
times are established which tell how 
long it takes such a clerk to do almost 
all the clerical jobs in an office. A com- 
pilation of these various jobs adds up 
to the complete job done by a clerk. 

Step-by-step descriptions are used to 
define job procedures. These are not 
necessarily the “one best way” for doing 
a job, instead they are a practical com- 
promise, a method that can be learned 
by most clerks who are assigned to the 
work. The time to do the job, or “nor- 
mal” time, is based on the described 
method and is obtained through stop- 
watch studies or standard data. 

In stopwatch studies, a range of times 
is observed, mainly due to variations in 
the clerk’s work pace. The normal time 
reflects a comfortable work pace for an 
experienced clerk, and is obtained by 
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averaging many observed times, each of 
which has been adjusted for the actual 
clerk’s pace. The standard time obtained 
is this normal plus an allowance for 
personal needs, rest and minor delays. 

Standard data is the process of as- 
signing predetermined times to element 
descriptions. Predetermined times or 
standard data are summaries of time 
studies completed by many analysts. 
Standard data can be used in combina- 
‘tions to arrive at time standards for a 
variety of tasks. 

When standards are determined for 
any group of jobs, work counts are de- 
cided upon so that a future record of 
the work done by each clerk can be ob- 
tained. These counts are then used with 
the job standards to show how much 
work was done. This quantity is ex- 
pressed as a rate. The rate for normal 
is 100. Assume a clerk has worked ten 
hours to complete 90 cases, each re- 


quiring 0.1 standard hours: 
90 X 0.1 = 9 hours of work done. 

When we compare the work done to 
the time spent on the work, an index 
of productivity results: 

9 hours of work. 

10 hours spent doing this work. 

9 = 10 = 90% (clerk was 90% as produc- 

tive as defined normal.) 

Actually, most clerks perform more 
than one job. A rate will indicate pro- 
ductivity for any combination of 
measured jobs regardless of type. This 
means that a 90 file clerk is as produc- 
tive as a 90 typist, since each is meas- 
ured by a standard based on normal 
performance. 

Installation of a work measurement 
program should be thought of as a staff 
function, while the use of the obtained 
results remain a line responsibility. 

No broad general principles have 
ever been laid down to determine the 





CASE BRIEF 





Typist 





# of lines reviewed 





Error information 1 
2 


3 
4 





Category 








.Reviewers prepare a brief for each case, such as the card above. 
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A weekly tabulation of work quality. Column headings indicate: 1—Spelling, 2—Capi- 


talization, 3—Grammar, 
Checked, 8—Error Rate. 
desired accuracy of clerical work. The 
accuracy obtained in an office is largely 
the result of three elements: 

1. Training given the clerical force. 

2. Checks and inspections built into 
jobs. 

3. Attitude of supervision and man- 
agement. 

In periods of high clerical turnover, 
training may be inadequate. Checks and 
inspections are frequently traditional; 
their necessity and adequacy are not 


4—Appearance, 5—Omission, 6—Total Errors, 7—Total Lines 


questioned as operations change over a 
period of time. Supervisors differ in 
their ideas as to what constitutes good 
work. It frequently happens that the 
supervisor knows only vaguely the 
quality of the work. More precise 
knowledge of quality, coupled with an 
awareness of the costs of obtaining that 
quality, will help considerably. 

Office work is usually quite varied, as 
to scope and details, and as to training 
ability and background necessary to per- 
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The weekly percentage of work accuracy can be displayed on a graph. 
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Supervisors can use a graph, such as the above, to quickly get the quality-quantity index 
for each typist. Here, acceptable work measurement rate is 100 and error rate 1.0%. 


form it. Each type of clerical operation 
calls for a tailormade quality improve- 
ment program, but the general plan fol- 
lows a definite pattern. 

1. Clerks who are going to do the ac- 
tual analysis of the clerical work are 
chosen directly from the group per- 
forming the work. These are called 
“reviewers” and are rotated with other 
clerks as the program continues. In this 
way each worker eventually has the ex- 
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perience of reviewing the work of the 
others and is exposed to training by all 
the other clerks merely by observing 
how they have done the work. Each 
member participates in the program, 
thereby helping morale and giving group 
participation. 

2. Cases completed by the group are 
selected by sampling procedures and 
are analyzed by the reviewers. A “case” 
is merely the unit of work normally 
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SAVE UP TO 66% TIME 


Now, small- and medium-size offices 
can effect the economies of mechanized 
accounting without buying machines or 
employing specialized operators. 

Shaw-Walker simplified plans save 
up to 66% of time, eliminate trans- 
cription errors, and keep all records up- 
to-date and in balance, because: — 


ONE writing posts all records 
ONE simple proof proves all records 


Best News: — Our simplified plans cost 
little more than you now pay for forms. 


To Learn How you will save up to 66% 
(it only takes 10 minutes), call your 


Muskegon 15, Michigan Shaw-Walkerman or write Shaw- 


Representatives Everywhere Walker, Muskegon 15, Michigan. 
Consult Yellow Pages 





Sout 5 
LARGEST EXCLUSIVE MAKERS OF OFFICE EQUIPMENT AND SYSTEMS 





completed by a member of the group. 
At the start, a certain percentage (usu- 
ally about 10%) of the work is re- 
viewed. This sample is chosen at ran- 
dom to prevent biased results. Later on 
this percentage is gradually decreased 
depending upon results. 

3. The reviewers prepare a brief for 
each case. The brief identifies the case 
and the clerk who prepared it, and con- 
tains information pertinent to any error 
which may be made, as well as a mini- 
mum of other necessary information. 
The brief may be a tally sheet or a card 
with appropriate headings. 

4. Each case in which an error is 
found is referred to the supervisor. This 
enables her to discuss the details with 
the clerk who made the error. When 
unusually good work is found, it is also 
referred to the supervisor so that she 














BROWNVILLE 


Paper Company 
Brownville, New York 


For More Information Circle No. 248 
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may appropriately commend the clerk. 

The control of errors rests with the 
supervisor. If the error is a systematic 
one (one that would be repeated by a 
clerk) all that is needed is instruction. 
If the error is an accidental one, made 
because of carelessness, some training 
is still required to improve work habits. 
In any event, part of the battle is won 
if the clerk and her supervisor know the 
score. 

5. Each week the results are tabu- 
lated and analyzed. A simple report 
showing the group’s quality for the 
week and a comparison with the pre- 
vious week’s work quality is distributed 
to all interested individuals. An analysis 
of the results is made to determine if 
there are any trends or significant 
changes in the quality and if error pat- 
terns are developing. On the basis of 


The Gettysburg Address 


Lincoln, the great emancipator, wrote his immortal 
words on a piece of brown paper sacking. 


Important documents today are typewritten with 
many copies. The need for more copies and greater 
legibility has led to the widespread use of 

Sea Foam Bond—America’s leading second sheet! 


Watermarked Sea Foam permits 13 legible copies, 
lies flat, never creases or curls, erases in a whisk, and 
is available in seven colors for better channeling. 


Teachers, Secretaries, Bosses! Write on your 
letterhead for the SEA FOAM 
sample packet, today. Write Dept. 0261 gums 





this analysis corrective action may be 
taken. 

The results are used to plan more ef- 
fective training for new clerks and those 
currently on the work. This training 
emphasizes common errors and danger 
spots. Methods of indoctrinating new 
clerks are improved. 

The immediate detection of errors 
and their return to the clerks by super- 
vision is useful for improving accuracy. 
The supervisor’s discussion of each er- 
ror with the clerk will clarify procedures 
and rules, build better work habits and 
prevent, or reduce, recurrence of the 
same error. One error returned to the 
clerk while the case is still fresh in her 
memory is more effective than a large 
number of errors mentioned at some 
later date. 





Roe Nl ae 


PERMANENT 
IDENTIFICATION 


Methods and procedures are changed 
with the aim of reducing the exposure 
to error. Forms may be redesigned or 
source papers made more legible. Rules 
are revised to eliminate ambiguous pro- 
cedures. Inspections are eliminated 
wherever the quality of work warrants 
it. 

In setting up a quality-quantity in- 
dex, there are two primary factors 
which must be included in the formula. 
These are the two we have just dis- 
cussed: (1) work measurement rate or 
the quantity portion of the index; (2) 
error rate or the quality portion of the 
index. In addition, there are two sec- 
ondary factors which must be consid- 
ered in a combined index. 

1. A ratio of the time or cost re- 
quired to correct an error against the 


for Positive 
Control 


Property 
ie 





Identify your furniture, fixtures and equipment 
positively and permanently with attractive, re- 
liable Serially Numbered “AUTOGRAPHS”. 
Mount them quickly, easily, effectively “out- 
front” on any clean surface .. . without tools 
or awkward fastening devices. Used for profit- 
able Property Centrol for more than a decade 
by thousands of businesses, institutions and 
government agencies. There is a reason! 


rv, 
WANE ML Craft me — 
MASON CITY, IOWA 
Write for “try before you buy” samples and a 16-page booklet, 
“How to Plan a Profitable Property Control Program.” 
For More Information Circle No. 249 
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Costs slashed by making half-size copies 
in 2 minutes with Kodak Ektalith Method 


Thirty Assignment Bureaus (Service Centers) of New Jersey Bell Telephone Co. 
use Kodak Ektalith Method to give customers faster service with less clerical help. 


Ektalith Method copy of two-page Cable Chart gives complete details on job. 


Now, with the Kodak Ektalith Method 
six copies of a two-page Cable Chart 
(needed on customer service calls) can 
be made in 2 minutes for just 26¢, which 
is a small fraction of hand-copying cost. 
Job’s done in three fast steps: (1) Ex- 
posure, at 50% reduction, in an office 
camera; (2) Processing in Kodak Ekta- 
lith Loader-Processor; (3) Multiple copies 
made directly from Ektalith Transfer 
Paper in Kodak Ektalith Copy Unit. 
Both pages of Cable Chart (each 9 x 13 
in.) are reproduced half-size on sheets of 


KODAK 


: e 
Bktalith ...puts you ahead in offset duplicating 


bond-type paper. Smallest details are 
accurate and readable, even though re- 
produced from green cards with nota- 
tions in pencil and blue and red inks. 


If you, too, are looking for ways to 
improve business communications it will 
pay you to investigate the Kodak Ekta- 
lith Method. Free booklet gives details. 
Call local Kodak Ektalith 
Dealer or write Eastman 
Kodak Company, Photo 
Reproduction Products 
Division, Rochester 4, N. Y. 


For More Information Circle No. 224 
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NO 
OTHER 
PAPER CUTTER 
BUILT 
O WELL 
TO. SELL 
so Low 


all metal 


SIZES 14" & 18” 
(201/2" MICHAEL) 


FOR OFFICE, BOOKKEEPING & 
DUPLICATING DEPARTMENTS 


For every business: Banks, hospitals, insurance 
companies, industrial organizations, stationers, 
photo finishers, small printers, lettershops, 
mimeograph, offset shops, advertising agencies, 
schools, colleges, churches. 


Order from your dealer or 
MICHAEL LITH sales corp. 
‘145 West 45th Street, New York 36, N. Y. 


@ Dealer: Write For Profitable Sales Plan. 
For More Information Circle No. 253 





Patent No. 1610368 
SCOTT-RICE CO. 


CONFIDENTIAL 
MAP FILE 





MT4 — WITH 
LOCKING DOORS 


STURDY METAL CABINET 

map file, has 112 tilting | 

tubes. Easy to file and | 

find maps, tracings, blue | 

prints to 60”. 

MAIL ORDER TODAY 

610 S. Main, Tulsa 19, Okla 
For More Information Circle No. 254 


time or cost of initially producing the 
error item. 

2. An acceptable or expected error 
rate which determines the point from 
which the basic work measurement rate 
will be adjusted, either upward or down- 
ward, dependent upon the actual error 
rate. 

The formula devised to calculate the 
quality-quantity index is as follows: 


WM X | — AER (1 + EP/PT) 





92 
e° 
WM 
AER 
ET/PT 


Cc 
Quality-Quality Index. 
Work Measurement Rate. 
Actual Error Rate. 
Ratio of error correction time or 
cost to production time or cost. 
Cc Constant. 
C= (i — EER) — (EER X ET/PT). 
EER = Expected or acceptable error rate. 
Perhaps the best way to proceed from 
this point is through using an example. 
Assume we are installing a quality- 
quantity index in a typing pool that is 
already operating under work measure- 
ment and quality improvement pro- 
grams. The office administrator has in- 
formed us he is willing to accept an er- 
ror rate of 1.0% as normal for the pool. 
We are now able to further simplify 


| our basic formula so that, in our final 
| calculations, our only variables will be 


the work measurement rate (WM) and 
the actual error rate (AER). Therefore, 
the figures used for ET/PT and C would 
be derived in the following manner: 
ET/PT is error correction time or 
cost divided by production time or cost: 
For our example, assume that the aver- 
age correction would entail correcting 
an original plus two carbon copies. Re- 
ferring to the error correction standard 
prepared by the work measurement an- 
alyst, we note that a raw time of 2.580 
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even the smallest office 
can afford 
Webster communications 


KEITH SCOTT, INC. 


MANUFACTURERS’ REPRESENTATIVE 


1P8 Intercom 


This smartly-styled telephone 
intercom is made to order for small 
offices — and small budgets! The 
1P8 gives you instant, push-button 
contact... saves steps, time and 
tempers. And it saves your 
telephone for those important 
outside calls. Bulletin TC8 gives 
complete information. Write! 


1P8 — 2 to 9 stations, optional busy 
light, chime signal, 2-way loud speakers, 
conference circuit. It can be used on 
your desk or wall mounted. 


COMMUNICATIONS DIVISION 


V/ ELECTRIC 
Eo} RACINE- wis 
For More Information Circle No. 238 
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AUTOMATIC MICROFILM 
READER-PRINTER 


Automatically makes a cut, letter-size print 
of outstanding quality from 16 or 35 mm 
microfilm in 20 seconds. Anyone can use the 
desk-top Filmarcor, under any lighting con- 
ditions, to produce 60-70 prints an hour. 








ARCOR 


Electronic 
Automatic 
Photocopier 


Produces perfect, true 
photo-exact copies of 
any document at the 
rate of six a minute—all automatically—just 
press the button. All office personnel can use 
the Arcor Electronic for multiple copying of 
any subject matter including all colors, 








Photocopier 






Handsome, compact, economical. Makes 


photo-exact copies — anywhere, anytime. 
Copies all colors. Various models capable of 
processing paper from 8%” up to 33”. The 


smallest office can profitably use the Poly- 

micro, 

U.S. agents sought for this highest quality equip- 

ment which is now distributed throughout the 
rest of the world. 


* Societé POLYCLAIR 


52 rue de Ponthieu, Paris 8, France 





For More Information Circle No. 330 
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minutes is required to correct the error 
we have set up. The time necessary to 
produce a line of typing would be .306 
minutes (again obtained from work 
measurement figures). Therefore, ET/ 
PT = 2.580/.306 = 8.431. Under the 
conditions stipulated in our example, it 
takes 8.431 times longer to correct an 
error than to produce the original prod- 
uct. 

C is a constant and equals (1 — EER) 
— (EER X ET/PT). An error rate of 
1.0% has been agreed upon as accept- 
able; therefore, C = (1 — .01) — (01 
xX 8.431) = .99 — .0843 = .9057. 

Our basic formula has then evolved 
into 

OO = WM X I — 9.431 AER 


-7057 
Using the most likely values for WM 
and AER, graphs can be prepared and 
easily used by supervision to quickly ar- 
rive at the quality-quantity index for 
each typist. A typical graph showing 
quality-quantity indexes for compari- 





“You seem to have lost 
all sense of direction.” 
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New 50-Station Collator pays for itself in a year! 


No empty claim! 94 recent installations prove it over and over 
again! Manhours saved, overtime eliminated pay the way for 
Thomas’ new Rotomatic. This, together with other performance- 
proved facts, turns the assembling of duplicated sheets into sets 
from a time-eater to a profitable worksaver. In versatility, speed, 
accuracy and compactness, none can compare, You’re your own 
best judge — write for more information. 


¢ Accurately collates, counts and staggers 25,000 sheets per hour 
. Stitches at a slightly lower rate. Occupies only 17% square 
feet of floor space. 


e Exclusive pushbutton programmer permits different collating 
jobs to be run at the same time. 


¢ Loads in less than 7 minutes . . . no vacuum systems or fans to 
adjust, no need to compensate for weights or finishes of stock. 


e Handles sheet sizes from 74” x 8” to 11” x 14” in almost every 
weight and finish. Foolproof miss and double detector stops 
machine instantly, preventing errors in finished sets. 


We THOMAS COLLATOR INDUSTRIES, INC. 
A subsidiary of Thomas Collators Inc. 
whe DEPT. B4, 100 CHURCH STREET, NEW YORK 7, N. Y. 
For More Information Circle No. 211 











sons is_ illustrated on page 17. 

Essentially what we have accom- 
plished by creating a quality-quantity 
index is a method of better recognizing 
a typist’s value through effectively re- 
lating her quantity of production to her 
quality of production. By using the 
formula (or referring to graphs), we can 
say that, under the conditions present 
in our example, a typist producing at a 
work measurement rate of 93 but with 
an error rate of 0.3% is effectively pro- 
ducing as much as a typist with a work 
measurement rate of 125 and an error 
rate of 2.9%. Each has a quality-quan- 
tity index of 100 (or is equal to the 
basic acceptable standards of a 100 
work measurement rate and a 1.0% 
error rate). 

Each application of a quality-quan- 
tity index will Giter as to the secondary 


a a continent 


factors (ET/PT and C) incorporated in 
the formula; there is no one formula 
that can be used to meet all situations. 
However, the basic formula 


QQ = WM X | — AER (1 + ET/PT) 





Cc 

is applicable to any type of installation. 

It has been found that the quality- 
quantity index is of particular help in 
evaluating the performance of trainees. 
It gives an overall picture of the train- 
ee’s increasing value to the office, and 
indicates when she has reached a point 
where she can be removed from training 
status. With this index, it is possible to 
show the relative effective productivity 
of a clerk, rather than having separate 
rates of production quantity and pro- 
duction quality with no means of gaug- 
ing their interrelationship. 


of manufacturers* 


and markets** 
in the palm 


of your 
hand 







* 5,000 of the world’s finest. 
** Buyers from every countr 


vations forms available 


when you 

visit the 
HANOVER 
INTERNATIONAL FAIR 
Hanover, West Germany 
April 30-May 9, 1961 


Annual Attendance: Over 1,000,000 buyers 
and businessmen. 
Exhibit area: 5,000,000 sq. ft. 


INDUSTRIAL PRODUCTS: Mechanical and Electrical Engineering—Nuclear 
Energy—Electronics—lIron and Steel Transportation—Woodworking Machinery 
—Chemistry—Rubber and Plastics Processing—Textile Machinery—Precision 
Instruments—Office Equipment, etc. 

CONSUMER GOODS: Porcelain—-Cenamics—Glass—Jewelry and Silverware— 
Watches and Clocks—Radio, TV and Phonograph Equipment—Photographic 
Equipment—Electrical Appliances, etc. 


of Europe, from Africa, Asia and Latin America. 
Free fact-filled oe wo ~hpeaad and exhibitor information, tickets and room reser- 


GERMAN AMERICAN CHAMBER OF COMMERCE 


666 Fifth Avenue, New York 19, N. Y. 


For More Information Circle No. 246 
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Dictaphone, Time-Master, Dictabelt are registered trademarks of Dictaphone Corporation. 
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Now this secretary knows everything 


She can do more work in less time using a 
Dictaphone TIME-MASTER® dictating machine 
and unique, red Dictabelt® records. 


A glance at the simple indication slip tells her 
how many letters to type and how long each 
one is. Corrections are marked precisely. 

Her boss likes the TIME-MASTER’s easy opera- 
tion. Four buttons control the entire dictating 
process. To see how efficient a TIME-MASTER 
is, call Dictaphone for a free demonstration. 


THE SHORTEST DISTANCE BETWEEN IDEA AND ACTION... Dictaphone CORPORATION 


Dictaphone Corp., 730 Third Ave., N.Y. 17, N.Y.; 204 Eglinton Ave. E., Toronto, Canada; 17-19 Stratford Pl., London W.1, England 
For More Information Circle No. 378 
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| ( W: 
T e deg ee of cleanli ess achieved by ew 


Columbia Plastisol Spirit Ready-Masters was 
but a few years ago only a laboratory dream 


and a typist's hope. 


SP R [| This new cleanliness is the product of 
Columbia research and development. It is ob- 
tained by the use of chemically integrated dyes 


DUPLICATING © “=="eSesi 


In preparation, handling and duplicating of 
all types of masters from simple carbon units to 
CAN complex forms for office systems applications 
ond data processing, cleanliness is the word— 
figuratively and literally. 


B F A S In addition to cleanliness the user is assured 


crisp, clear copies throughout the duplicating 


run. Long highly uniform runs and the ability to 
( LEA N AS re-run are added assets. And the new Plastisol 
Spirit Ready-Masters go into action immedi- 
ately—no build-up with the resultant waste 


THIS = 


Whether it's in flat sheets, master units, con- 
tinuous forms, teletypewriter rolls or inter- 
PA ( F leaved sets, a Plastisol spirit carbon will handle 
the job. Get this new cleanliness. Get Colum- 
bia Plastisol Spirit Duplicating Masters. 


For free demonstration consult yellow pages 
for Columbia dealer nearest you. For further 
information write to “Plastisol Division" at 
either address below. 


PLASTISOL SPIRIT MASTERS 
BY 


Columbia Ribbon & Carbon Mfg. Co., Inc., Glen Cove, N. Y. 
Columbia Ribbon & Carbon Pacific, Inc., Duarte, Calif. 





For More Information Circle No. 382 
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ANNUAL OFFICE MANAGEMENT FORUM 


(Continued from the January issue) 


Mechanization to Increase 


The Pennsylvania Railroad Co. has 
been, and will continue to be, interested 
keenly in automation and all other phases 
of mechanization of office procedures. As 
the costs of clerical assistance, materials 
and supplies advance, it becomes increas- 
ingly necessary to review every office op- 
eration to determine ways and means of 
reducing costs. The past ten years, espe- 
cially, have introduced radical changes in 
mechanical devices which have completely 
outmoded many machines in use. This is 
particularly true in electronic and repro- 
ducing equipment. By the use of these 
machines, more detailed statistical data is 
made available in much less time, pointing 
graphically to strategic areas where im- 
mediate corrective action is necessary. 
Such information in former years was 
completed too late to take remedial meas- 
ures. 





ment. 


The future definitely points to increased 
mechanization to speed reporting of im- 
portant data, and eliminate bottlenecks for 
more direct control of all phases of office 
operations. Science, engineering and man- 
agement skills will combine to bring new 
and improved devices which will revolu- 
tionize office procedures. It is our hope 
that earnings this year will permit us to 
progress with plans for modernization and 
development of office mechanical equip- 
ment.—JOSEPH H. BOOTH, Office Man- 
ager, Pennsylvania Railroad Co., Philadel- 
phia. 


EDP and Regular Machines 


Ours is a branch office with company 
headquarters in New York. For a number 
of years we have gradually “automated” a 
number of accounting functions, beginning 
with conventional punched card equip- 
More recently, — we have set up é a 





pow * 
fire retardant 


plus 
a germicide... 


with Masslinn’” 





A whole new way 10 CLEAN FLooRs!] 


CLEANING CLOTHS’ cal SWEEPING TOOL 


SEND FOR SAMPLES AND DETAILED INFORMATION CHICOPEE MILLS INC. e 47 WORTH ST., N.Y. 13, N.Y. 
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365 Sixth Avenue 


Errors 
are 


CORRECTING 


Gray point | S 


Eraser 
No. 3650 
(No, 365 


~~~ AMAZING ! 


There’s nothing like a Graypoint 
to soothe a secretary’s temper, to 
smooth away annoying errors, to 
save typing time! 


Typists appreciate wood-case Gray- 
point Erasers, made like a_ pencil, 
comfortable and convenient to hold, 
like a pencil. Sharpen in a pencil 
sharpener or with a knife, like a pen- 
cil—to a point that picks-out typing 
errors cleanest,- fastest. Graypoints 
won’t roll off typists desks. 


Graypeint luxury gray rubber erases 
letters and words so easily that girls 
get a thrill out of these superb erasers 
just as soon as they use them. Quite 
likely, you’ll never notice the erasures. 
Multiply the time each girl saves by 
the number of typists in your office 
and you'll see substantial reduction of 
overhead. Give your girls Weldon 
Roberts Graypoints. 


Order from your stationer 


WELDON ROBERTS RUBBER CO. 


Newark 7, N. 
World’s Foremost Eraser Specialists 








For More information Circle No. 324 


computer center with direct wire trans- 
ceivers for transmitting data. We are now 
converting to high-speed electronic com- 
puters. This is a continuing program 
which will extend beyond 1961. Some of 


| the machines we use were specifically de- 


signed to meet our needs, and the needs 


| of others in the same industry and with 


similar problems. Obviously, we will pur- 


| chase and use somewhat fewer adding ma- 


chines, calculators and other conventional 
office machines as compared to previous 
years. However, we expect to continue us- 
ing such machines indefinitely to supple- 
ment the computers, and to handle jobs 
where it is not practical to use EDP meth- 
ods.—ROBERT L. BERANEK, Esso 
Standard Div., Humble Oil & Refining 
Co., Charlotte, N.C. 


Completing Automation 


We have automated a number of our 
systems and we are very satisfied with the 
results. During 1961, we will complete all 
our automation by having all our Blue 
Cross-Blue Shield records on magnetic 
tape. The computer we use is the Minne- 
apolis-Honeywell Datamatic 1000. We are 
specifically interested in a random access 
large-scale computer having a memory ca- 
pacity of 800 million digits. Random ac- 
cess is available in considerably slower 
speeds for smaller computer applications. 
It seems quite inefficient in large computer 
installations to read from tape some 60 
records to find and update one each day. 
I am sure computer companies are work- 
ing on random access possibilities for 
large volumes of records. 

It is obvious, with a large-scale com- 
puter, that we will be using and purchas- 





HEART DISEASE 
# 9 ENEMY 


HEART T, 
FUND \| 4 
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A BOUND sight i in your own 


office or plant... 


for PENNIES! 





HAND-OPERATED 


PUNCHING UNIT Exclusive precision BINDING me Just insert cover and 
shearing action produces accurate, ye Be ore gull again! It’s 
clean, punches. TICO- like “a 
: million,” costs eg OIE. 

exclusive 


ARCH DESIGN 


ask for ‘’Plastico’’ ; 
oe So simple, anyone can bind every “set” of printed, 
typed or mimeo material. Moments after gathering 
the sheets, your PLASTICO-BOUND book provides 
_flat-view double spreads — easy-turning pages — 
¢ usefulness. Learn now, how your 
2 can have this prestige at low, low costt 


PLASTIC BINDING CORPORATION ) 


Originators of Plastic Binding in America 
732 Sherman St. Chicago 5, Ill. 


DEALERS 
WANTED! 


A FEW PROFITABLE 
TERRITORIES OPEN 
for live-wire distribu- 
tors handling office 


equipment. 
Punching and Bindin 


PLASTIC BINDING CORPORATION 


DEPT. O 732 SHERMAN ST. CHICAGO 5, ILL. 
RUSH FREE Booklet with full Information on new 


PLASTICO Hand-Operated Punching and Binding 
Units for Office or Plant use. 


Name Title 





Firm Name 





Address 





City Zone State 
For More Information Circle No. 396 
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SCRIPTOMATIC ADDRESSING SYSTEM: 


each customer's profile... If 


Moti te te 
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an address card master... 


Scriptomatic Model 10 extends the economies 
of card masters, (punched or plain) to nearly 
all list users. Conveyor-stacker available. 
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Any punched or plain cord 
becomes o Scriptomatic Master 














A Scriptomatic Addressing Machine “reads” any punch 
card . . . selectively addresses and/or skips, sorts and 
counts as programmed—and without disturbing card file 
sequence! Masters are made in seconds on an electric 
typewriter . . . print directly to almost any size and type of 
mailing piece. Address masters remain the integral part of 
your card filing system. Dollar savings are as substantial 
as the cost of paper versus metal plates—with bonus sav- 
ings in lower labor costs and up to 75% less filing space. 


Scriptomatic represents the “perfect marriage of punch 
card records and addressing equipment”. No other address- 
ing and data writing system permits such versatility and 
economy for production operations—and there’s a Scripto- 
matic model designed for your specific needs. Write 
today for detailed data, and case histories in your field. 


SCRIPTOMATIC, INC. 


Modern Addressing— Date Writing Machines and Methods 


1101 Vine Street + Philadelphia 7, Pennsylvania 


Printed in U.S.A S1003R 


For More Information Circle No. 366 
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ing less office equipment such as type- 
writers, adding machines, and typical elec- 
tric accounting machine equipment such as 
tabulators, card sorters, etc.—-ROBERT J. 
KOCH, Director, Office Management Div., 
Michigan Hospital Service, Detroit. 


Automation Unsuccessful 


We have attempted to automate our 
production and planning control depart- 
ment in connection with our order and 
billing department. Two such attempts 
have been made with the second being a 
little more successful than the first. My 
only comment is “it’s an awful lot of 
paper for such a little result”. Until the 
above installation proves itself to be more 
accurate than the average human being, 
I'm afraid our installation will be little 
more than an expense to the company. As 
far as conventional systems are concerned, 
they will remain in force here a lot longer 
than any automated system, mainly be- 
cause the results can be seen much sooner 


and people who actually work with the 
material are producing the answers.— 
PHYLLIS LEHMANN, Anchor Coupling 
Co., Libertyville, Il. 


Hopeful of Punched Tape 


We have not as yet automated any of 
our office procedures, although we are ex- 
tremely interested in doing so. There is a 
possibility that the new optical scanners 
may be of great benefit to us as further 
developments are made. Of course, the 
ever-increasing compactness of computer 
systems with “building-block” principles is 
very encouraging. In our own store, we 
are hopeful of obtaining an integrated sys- 
tem using punched tape as the common 
media. We will continue to purchase cer- 
tain types of conventional office equip- 
ment this year. However, no major pur- 
chases are planned along these lines.— 
R. W. CORY, Office Manager, Watt & 
Shand, Lancaster, Pa. 

(To be continued in March) 





Mr. Stephen C. Singleton, Office Megr., Small Investors 
“Real Estate Plan’’—‘‘Sire Plan’’, N. Y., N. Y. 


. “Thought a pencil was just a pencil... 
until I actually tried DIXON TICONDER- 
OGAS with MARVELEAD.” 


The Joseph Dixon 


Crucible Company 
JERSEY CITY 3, NEW JERSEY 


TICONDEROGA, N. Y.- MEXICO CITY, D. F. 
SANDUSKY, OHIO-NEW MARKET, CANADA 
For More Information Circle No. 320 
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ELIMINATE COSTLY 


Extended Coffee Breaks 
with VERSATIMER 


LIGHTWEIGHT 
PORTABLE 
NO WIRES 


COMES READY 
TO USE 


$34.00 
Postpaid 


New, low-cost automatic timing unit accu- 
— controls the length of office coffee 
breaks. Set the number of minutes desired 
on the timer and forget it. VERSATIMER'S 
buzzer automatically signals the end of break. 
Acclaimed the greatest little time and money 
saver ever devised. Will save you hundreds 
of, dollars each year. Write today for catalog 
sheet. 

Dealer inquiries invited. 


THE VERSATILE TOOL COMPANY 


122 Heywood Avenue ® West Springfield, Mass. 
For More Information Circle No. 321 
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SIMPLE OFFSET 
PLATEMAKING 


Sip tye 
PLATEMAKER =< 


a 


Vacuum frame on top . . . carbon are lamp in 
the base. Here is the ideal unit for office and 
in-plant platemaking. 

The combination of compactness, simple 
controls, automatic arc control, makes it easy 
for skilled or unskilled personnel to make 
perfect offset plates and duplicating masters. 

Available in six sizes from $295 


. le 
Send for Bulletin A500 0 | =| 


COMPANY, INC. 
4110 W. GRAND AVE. 
CHICAGO 51, ILL. 


SALES & SERVICE: NEW YORK @ LOS ANGELES 


| in the nation. 





= pea) TABLES 


nuArc CO.. INC + 4110 W. GRAND + CHICAGO SI. Ut 


For More Information Circle No. 311 
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| THE STORY OF PITNEY-BOWES by Wil- 


liam Cahn. Harper & Bros., 49 East 33rd 
St., New York 16, 262 pp., $4.50. 


Recounts the 49-year development of 
the company that originated metered mail, 


} | a company which economist Stuart Chase 


calls “a model for a civilized industry 


| within a civilized, open society.” Three 
| men have played dominant roles in its his- 
_ tory: Arthur H. Pitney, persistent Chicago 


inventor who began working on his postage 
meter idea in 1900 and fought 20 years 
before seeing it accepted by conservative 
government officials; Walter H. Bowes, dy- 
namic salesman and manufacturer, whose 
drive and promotional ability got the com- 
pany started; and Walter H. Wheeler Jr., 
who guided the firm from shaky infancy 
to its thriving position in the office equip- 
ment industry. Postage meters now ac- 
count for almost half the postage revenues 
Pitney-Bowes, a pioneer 
in employee relations, has a generous 
profit-sharing plan, a strong employee- 
management council and a notable repu- 
tation of providing job satisfaction for 
over 4000 employees. 


THE OFFICE AND TOMORROW’S BUSI- 
NESS by L. C. Walker. Shaw-Walker Co., 
Muskegon 1, Mich., 187 pages, $4.75. 10- 
day free trial. 

This re-publication of Mr. Walker’s con- 
cise, practical book for top management 
includes tested practices and ideas to sim- 
plify office work and help counteract the 
profit squeeze. Originally published in 
1930, its principles and basic concepts are 
pertinent today. Since the book has not 
been updated, the reader may smile at 
some old-fashioned descriptions. However, 
a critical skimming should reward the 
reader with some concrete and profitable 
ideas about his own office’s function and 
its vital role in profit improvement. 
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THE BOSTITCH B-12—MODERN 
EXECUTIVE STYLING WITH A 
FLAIR FOR EFFICIENCY 


and it fastens to fit the job—either permanently or 
temporarily. See this stapler and the “everyday” 
B8R, in their exciting new colors, green and beige, 


in addition to the popular gray and black models. 


AT YOUR STATIONER’S BOSTITCH 
, STAPEERS AND STAPLES 


302 Briggs Drive, East Greenwich, Rhode Island 


For More Information Circle No. 388 
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department 
can be YOURS for less 
than a dollar an hour! 


For less than a dollar per working hour, you can purchase a complete 
ATF offset department, including: press, camera, darkroom sink, nega- 
tive layout table, platemaker, and utility table. If you have some seldom- 
used equipment to trade in, chances are you will need little or no down 
payment. 

Or you can lease the complete “package”—or any part of it—without 
trading in any equipment or making a down payment. 

Either way, you get brand new equipment—and only what you need 
~on the easiest terms. You can pay as you go and make a profit as well. 

Heart of this plan is the ATF Chief 15, the small press with the big 
press features...the press which has been chosen by over 1500 profes- 
sional printers. You can see this press and the related “package” equip- 
ment in operation at your nearest ATF Branch Office; or your ATF 
Representative will supply full details, including a folder, “How to Set 
Up for Offset;’ which outlines various plans and choices of equipment. 
If you prefer, use the coupon below. 


American Type Founders 


American Type Founders _—_Dept. A 
200 Elmora Avenue, Elizabeth, N. J. 


I’m interested in your “Offset Package Plans” on a 0 purchase D lease basis, 


If you have trade-in equipment, list descriptions, models, serial numbers) 


For More Information Circle No. 242 
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COPYMAKER‘’ 
... the New Economical White Paper 
| oe V — 
Cr) 





for use on Thermo-Fax Machines 


You’ve never seen anything like it! 

You get clearer, heavy-weight copies— 
black or brown—less curl, less crease. 
Superior contrast, non-glare and 
non-transparent. Will accept more 
handling—will endure prolonged exposure 
to heat and has better file life .. . all this 


and it costs less. For free demonstration write 


OLD TOWN CORPORATION 


750 Pacific Street Brooklyn 38, N. Y. 





AVAILABLE THROUGH BETTER STATIONERS EVERY WHERE 


For More Information Circle No. 390 
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TREASURER, 
of Renner’s Ex- 
press Inc. 


+ 


> 
% more bills with less effort. 


“Our @alional Accounting System 
saves us ‘7,800 a year... 


returns 54% annually on investment!” 


—Renner’s Express Inc., Indianapolis, Ind. 


“Our National System paid for itself in less than 2 years and 
that isn’t all this efficient system has done for us. 

“Now our National Accounting System is more flexible than 
our previous method. We use it for preparing everything from 
Payroll Checks to Accounts Payable. We get more information 
than ever before and faster. For example, we process our pay- 
roll at a saving of almost three days each quarter. 

“Our National System has also reduced errors because the 
many automatic machine features greatly reduce the number 
of manual operations required by our previous system. Our 
final totals are more dependable 
and more accurate. aA? 

“Our National System is an ex- of 
tremely sound investment. Each 
year it saves us $7,800, an annual Assistant Treasurer 
return on investment of 54%!” Renner's Express Inc. 
THE NATIONAL CASH REGISTER COMPANY, dayton 9, onic 
1039 OFFICES IN 121 COUNTRIES 
77 YEARS OF HELPING BUSINESS SAVE MONEY 


Your business, too, can benefit from 
the many time- and money-saving fea- 
tures of a National System. Nationals 
pay for themselves quickly through 
savings, then continue to return you 
a regular yearly profit. National's 
world-wide service organization will 
protect this profit. Ask us about the 
National Maintenance Plan, (See the 
yellow pages in your phone 

book.) Fa,” 


*TRADE MARK REG. VU. 8. PAT. OFF... 


For More Information Circle No. 225 
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The UNIQUE 


PAIGE MIRACLE BOX 


cuts record retention costs 
75% in equipment—300% in space! 


cate 


The unique Paige 
Miracle Box has 
created a new sys- 
tem for efficient 
and economical 
record retention, 
utilizing full floor- 
to-ceiling space. 


UNIQUE—because it sets up INSTANTLY and 
AUTOMATICALLY—no taping or stapling required. 


UNIQUE—because it is the only corrugated container 
that is completely double-walled and double-cor- 
nered, providing amazing strength and durability. 


UNIQUE—because it is double-floored, providing a 
bottom that can’t “fall through.” 


UNIQUE—because it has a separate, telescopic cover. 


UNIQUE—because it is rugged, though light in 
weight. Easy to lift and move by its comfortable 
hand-holds; even when full, can easily be carried 
by a girl. 
_ Recomm as. ota Our brochure explains how the use of 
the unique PAIGE MIRACLE BOX has 
SETS UP AUTOMATICALLY developed a new system of retaining 
records . . . how leading companies 
yee get maximum use of available space, 
highest efficiency in operations, greatest 


convenience for personnel. We'll be glad 
FOR IMMEDIATE USE to ined bss copy. 
Se Oe ee ES Se Seem me ee ee me ee mh TT ae 


THE PAIGE CO., 95 MADISON AVE., NEW YORK 16, N. Y. 


The PAIGE Send your new, illustrated Miracle Box brochure. 


C : NAME 


STREET 


Pio 
Vio VY 


For More Information Circle No. 247 
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Take a dash of compactness, lace with new 
improvements, mix in a jigger of economy 

i and, as a crowning touch add the photocopy 
liquid you never see! Presto! 


Photoraptd. 
dryest ELECTRAMATIC 
liquid ee 


Developer cartridge loading * No mixing, no 
pouring * You never see the liquid ¢ Triple 
e life to photocopy developer ¢ Plug-in 
; convenience « The finest photographic 
prints ever * Uniform copies every time 


LOADS LIKE A GUN! 


All you do is place the sealed developer 
cartridge in the PHOTORAPID EL=CTRAMATIC, 

a [ turn it on, and start photocopying. Turn it 
off and the developer automatically 


flows back into the cartridge. No mess, 
no fuss, no chemicals left out to slosh 


+ + 
| around and lose potency. 
| qd [ | n | VERSATILE BEYOND COMPARISON 
e The PHOTORAPID ELECTRAMATIC 
skips nothing—copies everything... 


+-. permanently! 


For More Information Circle No. 257 
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MORE fobeitsurn CAMERAS are 
in use TODAY than any other make 


asons? Hs THEY’RE BUILT AND BACKED 
‘es A 
ee eee Se ee Se eee BY THE LARGEST MANUFAC- 
2. Higher assured trade-in value TURER OF PHOTO-MECHANICAL 
EQUIPMENT IN THE COUNTRY... 
3. Faster, easier operation THEREFORE PUT YOUR TRUST IN 
4. Longer service life . . . less A PROVEN PRODUCT 
maintenance 


5. Most advanced 





Meteorite 
MK1A 


Camera 
Film Size 
14” x 17” 


Free t "Vertical Ups and Downs'’'—a 


manual on the operation of vertical 
cameras. Write for your copy. ; 
There is a Robertson Camera for every photo-mechanical 
requirement . . . in the most economical size and model 
to match your needs. Ask your Robertson Camera 
Dealer for full details. oO OWN 


ROBERTSON PHOTO - MECHANIX, INC. f 
7440 LAWRENCE AVENUE ° CHICAGO 31, ILLINOIS PHOTO. MECHANIX 


For More Information Circle No. 367 


Tue Orrice—February, 1961 





Here is a machine that is really ideal 
for every office. Quality built all the way 
through—with exclusive features you 
wouldn’t dream of finding at such a low 
price. Turns out copies equal in every 
respect to those produced on expensive 
high-speed, heavy production duplica- 
tors. Handles all types of duplicating 
stock from post card size on up to 94x15 
(printing area: 84% x 13%) including 
your office forms and direct mail. And— 
you can make fast color changes at no 


Everything for 
stencil duplicating 


MILO HARDING COMPANY 
Established 1904 
Monterey Park, California 
Los Angeles ¢ Pittsburgh ¢ San Francisco 
Washington, D.C. ¢ Mexico D.F. and dealers everywhere 
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... without doubt, 
today's biggest value 
in stencil : 
_duplicators 


additional cost. Amazingly simple to 
operate—and clean to use because it uses 
paste ink. Geha’s sturdy construction 
means years of trouble-free perform- 
ance. Fully guaranteed. 


Free Demonstration Offer 
Arrange now for a free demonstration 
of the Geha Comet in your own office 
without obligation. Pin this coupon to 
your letterhead and mail today. 


U'MILO HARDING CO. 

201 Tempo Bldg., Monterey Park, Calif. 
(] Please arrange demonstration 

[] Send Geha Comet literature 


| NAME 
a. 
ADDRESS 
| CITY 











© 1960, MILO HARDING COMPANY 





curtis-young 
makes and sells 
every type 


of inked ribbon... 





RIBBONS — 


Made of SILK, NYLON, COTTON, PAPER, FILM—for TYPEWRITERS, TABULATING, BOOKKEEPING, 
ACCOUNTING, TELETYPE, ADDING MACHINES, CASH REGISTERS, COMPUTERS, CHECK PROTEC- 
TORS, TIME CLOCKS, DATERS OR ANY OTHER MACHINE OR DEVICE REQUIRING AN INKED 
RIBBON . . . in every color and inking for offset, hektograph, photographic or thermal copying. 


Specialists In: Supplies for Liquid Process Duplicating « Master Units ¢ Spirit Carbon « Printed Masters 
e Copy Paper ¢ Duplicating Fluid ¢ Photocopying Machines Photocopy Papers & Chemicals and 
Miscellaneous Supplies ¢ Carbon Papers ¢ Inked Ribbons of every Description 

e Also makers of the Famous Copy-Right and Stand-By Copyholders 


For More Information Circle No. 241 


COPYING PRODUCTS THAT REFLECT YOUR GOOD JUDGMENT—SINCE 1895— 110 WEST 18th ST., NEW YORK 11, N.Y. 





Beat Acme Super-Visible 
System lets operators 


PMRONERAOIM find...feed...refile 
to the 
draw 


cards gunfighter fast! 


Super-fast because it’s 
Super -Visible. Keeps the 
identification edge of every 
card visible to the operator’s 
eye, in quick-flip hinged 
aluminum frames. Cards 
slip out, slip back in a flash, 
faster than most machines 
can use them. Guarantees 
you the full productive 
power of your investment 
in office automation. To 
see how, send coupon today. 


VISIBLE | 


ACME VISIBLE RECORDS, INC. 


2202 West Allview Drive 
Crozet, Va. 


Please send facts showing how 
Super-Visible and other Acme 
Visible systems untangle the 
finding and filing snags in office 
automation. 








Name__ Sree: AD 
Company. 


Address___ 
City___tmmtnnZone_ State 
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demonstrated: versatility, reliability and performance. That’s what “addo-x" offers 
in adding machines, automatic multipliers, printing calculators, shuttle carriage, book- 
keeping and special purpose machines. We'll demonstrate to you too, that “addo-x” has 
the machine to suit both your budget and your requirements—no obligation to you, of 
course. See your dealer or write: “addo-x inc”, 309 Park Ave, NY 22, N Y—PIl 5-5420 


@) > 4 [—pronounced: add-oh-ex—] 


For More Information Circle No. 231 
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Farrington Bookleteer® collates, jogs, 
Stitches and folds 4500 booklets per hour 


lf you collate or produce cata- 
logs, bulletins, contracts, price 
lists, sales manuals... anything 
with multiple pages... you 
should know about the Farring- 
ton Bookleteer. 


This high-speed collator auto- 
matically converts flat printed 
sheets into 4- to 80-page book- 
lets in one single operation. A 
4-stage collator will make a 16- 
page booklet. The Bookleteer, 
like all Farrington Collators, is 
available with collating units 
from 4- to 20-station capacity. 


As a Collator, the Bookleteer 
maintains a speed of 4500 sets 
per hour... regardless of the 
number of sheets per set. Col- 
lated sets can be made without 
folding. 


As a Stitcher, the Bookleteer 
is equipped with two stitcher 
heads. These automatically 
saddle-stitch...or they can be 
adjusted to stitch with either of 
the two stitches at any desired 
position. 


As a Foider, the Bookleteer 
makes letter folds, booklet folds, 
accordion folds. 


It’s the most versatile collator 
you can buy—all of its functions 
can be used separately. Cut col- 
lating costs sharply with one of 
these remarkable machines. For 
information, mail the coupon. 


FARRINGTON: 


Dept. 142, 77 A Street, Industrial Center 
Needham Heights, Mass. 


Please send me more information 
on the Farrington BOOKLETEER®. 


SARE Sone 


Company____ 
Street 





ois aulgpapeee tame: . 


For More Information Circle No. 232 
Tue Orrice—February, 1961 









































Onl F OwWeN 


SI YoIy “ysh Buypew 
ezis Aus 03 peyins wayshs Buissesppy yon} 9 Buiaes 
“JSOD 9tj3 JNOGe UOHeUUOJUI eUI PUES oSEOIY 

"ssew “edpiquiey ‘17-0 ‘3deq “ys Aueqgiy ert 
“Out ‘Selysnpuy }oUly 


LSUild 3HL NI 4T3SLI 404 


*SUOISSeId WII UBaTO 
JO spuvsnoy} SaAl3 ‘919411 S}sO0 ‘aoeds saaes 
*wlajsAG 3301] [q AleAe Jo y1veYy “TIONGLS 
ATAVALIUMAdAL ANDINA AHL 


: 
e 


suUle}SAG Zurjuliduy eye] pue seuryoepy Zusserppy 70NTR JO 818130! 


oat ON CoN OO) ICC 


09S “ON S191 UOIEUJOjU] S40W 404 
‘quour nod oavs pue Surreur 
mo dn peeds ued 7,0N[q ‘e1}9] 10 B1q st 4ST] MOA JOyZOyM 


«< 000°08 94 000°0F Moy pefqnop ysq] Surreur Ino opty — F OF 
6 WO 72S MO yNd sn 4a] Wia4SAG 440] Aq Mo Jo Aousloye oy, 


GiVd WILSAS ONISSINGQV 1101773 UNO 























RECOGNIZE THIS SIGNATURE? It belonged to Ts’ai Lun, the 
inventor of paper, 105 A. D. 


Many signatures can’t be recognized, due to handwriting habits, and sometimes 
due to the pen and ink used . . . but oftentimes it’s because of the paper. 


Modern business and office procedures demand clarity and neat appearance of 
paper work. PLOVER BonpD, the visibly better letterhead paper, is a white, bright, 
strong paper rigidly controlled during processing to top quality standards. Selected 
raw materials are combined with the purest papermaking water in the world to 
form PLOVER Bonp. 


PLOVER BOND improves the appearance of any signature. Your signature reflects 
your personality .. . the letterhead represents your company. It’s important that 
both are visibly better. 


WHITING- R R PAPER COMPANY, STEVENS POINT, WISCONSIN 


B 0 N f) VY 
better papers are made with cotton fiber 
’ 


For More Information Circle No. 203 
THe Orrice—February, 196] 




















Los Angeles’ tallest, this 35-story office 
tower will soon rise in the downtown area 
for completion in the fall of 1962. It will 
provide 615,000 sq. ft. of floorspace with 
single-floor areas ranging from 15,000 to 
22,000 sq. ft. Designed by Charles Luck- 
man Associates, the $20 million building 
is the first in Los Angeles to utilize per- 
imeter airconditioning supplied from out- 
side vertical aluminum ducts. 






































One thing about being a secretary on a Burns & Roe construction job is there’s never 
a dull moment. Recently these two prime examples of early Western transportation 
wandered into the company’s office in Corpus Christi, Texas, temporarily disrupting 
work on the nation’s first manned space-flight tracking station. 
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Conference room 
of Stockmen’s 
Bank, Gillette 
Wyo., was deco- 
rated by studios of 
General Fireproof- 
ing Co. Light, airy 
feeling is provided 
by Italic styling in 
desks, Goodform 
300 chairs and 
SuperFilers used as 
side tables. Installa- 
tion was sold by 
Strehlow Office 
Supply, Sheridan, 
Wyo. 


The Bank of New York has 
added mobile shelf filing to 
its securities vault which re- 
sulted in a capacity expan- 
sion of almost 50%. A 
Dolin Mobile Storage Sys- 
tem was installed, consisting 
of standard steel shelving 
mounted back-to-back in 
pairs on four-wheel bases 
which roll along tracks in 
the floor. This provides one 
aisle for every six rows of 
shelves instead of one aisle 
for every two. Access is 
easily made by rolling units 
aside at any location. 
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Production Order Time Cut 80% 


A production order system based on use of an office copier has reduced the time neces- 
sary to process production orders at Hall & McChesney, Inc., Syracuse, N. Y. Formerly 
a three-part carbon set of each order had to be typed, listing specifications and tools 
required. Since specs remained the same on many orders, unnecessary duplication 
resulted. Now a master data sheet (above left) is used. It contains specifications com- 
mon to many orders, with one specification sheet used for each order. Variable infor- 
mation is added by overlay which fits over specification sheet (above right). In excep- 
tiona) cases, a bottom overlay can be used to further “customize” the order. 


Verifax copy (left) 
was made from the 
completed order 
form (right) which 
contains overlays 
at top and bottom. 
Four copies of 
each _ specification 
sheet are routed to 
interested depart- 
ments. The new 
system has reduced 
by 80% the time 
necessary to proc- 
ess approximately 
200 production or 
ders a month for 
the ‘Syracuse man- 
ufacturer of loose 
leaf binders and 
devices. 


ra 
i 


® | 
® 
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The U. S. Army Signal Corps’ control station for Starcom (Strategic Army Communica- 
tions System) at Ft. Detrick, Frederick, Md., can receive, process and retransmit 275,000 
messages a day. 


Army Automates Communications 


Antennas to left of two-story 78,000 sq. ft. relay station receive and send 
tropospheric scatter communications. Latest of three major army relay 
stations across the country, the Ft. Detrick station helps link domestic com- 
mands with army locations throughout the world. Station can store 5000 
messages at a time and route a message through this automatic switching 
center in three seconds. 


3. Army Photos 








View of operations room. All reperforators, transmitters and page printers for this 
installation were provided by the Kleinschmidt Div. of Smith-Corona Marchant, Inc. 
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This control panel 
is part of the new 
system. It records 
such information 
as dew point of 
conditioned air, 
pressure through 
air filters, chilled 
water temperature 
in each of 19 sepa- 
rate air supply sys- 
tems in the build- 
ing. One man 
keeps watch over 
entire system. 









































Stenographic  de- 
partment of Arm- 
strong Cork Co. 
general office 
building in Lan- 
caster, Pa. before 
it was aircondi- 
tioned. Notice fans 
and open windows. 


Stenographers now 
enjoy draft-free 
airconditioning 
from system which 
diffuses air through 
perforations in 
mineral tile ceiling 
panels rather than 
through standard 
diffusers. This helps 
eliminate cold 
spots, reduces noise 
in ducts. 





Lloyd M. Powell (left), pres- 
ident of Dictaphone Corp., 
explains firm’s electronic 
classroom system to E. A. 
Pierce of Merrill Lynch, 
Pierce, Fenner & Smith at 
Grand Central Terminal, 
New York, as Dictaphone’s 
“tour through the world of 
sound” exhibit opened there 
last month. Exhibit is on 
Terminals main floor in 
Merrill Lynch’s investment 
center. 


General accounting department of Studebaker-Packard Corp., South Bend, Ind., where 
Claremont spruce green Coverteers, slip-on upholstery made by Covercraft Co. for 
executive and secretarial office seating, are used to maintain a “new” look for chairs. 





SE OS RE 


Acetate mounted letters, placed on sheet 
of Ampto Many-Copy paper, are put 
through exposing section of photocopier. 











Individual letters of title and credit lines 
are exposed in Foto-Riter by Tel Ra Pro- 
ductions, Philadelphia. 


Photocopying Cuts 


Film Title Costs 


Exposed photocopy paper is then put 
through processing section of unit in a 
Menchadh — es P60 a0t ectation. 


Completed strips are dropped in developer 
and then in fixing solution. Trays are used 
when a number are developed at one time. 








Final step is to make camera shots of 
photocopies for stripping into the sports 
films which are Tel Ra’s specialty, 


‘Pasteups are made on clear acetate with 
prelined white paper as guide. Cellophane 
holds strips in place. 





Standard office 
desk, made of 
steel, is part of 
two-year design 
program by Peter 
Muller-Munk As- 
sociates for the 
United States Steel 
Corp. to find new 
uses for steel in 
everyday products. 


View of basic steel 
desk, without top, 
shows “VY leg” con- 
struction, which 
utilizes the struc- 
tural strength of 
steel under three 
major mechanical 
principles for effi- 
ciency — tension, 
compression and 
cantilever action. 


Office conference group shows sofa and armchair at left which utilize same con- 
struction except for length of spanner. Furniture is designed on modular principle, 


allowing simplified fabrication. 


r 





Finally, a single system automatic typewriter 
—it does its punching and its typing 
mple standard keyboard. 


all with this one si 
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Its name is Royaltyper. Its maker is Royal McBee. Its cost 
is in line with suddenly outmoded two-unit systems. 

Any typist can operate it, just as she operates her type- 
writer. Directions: roll in a piece of paper... flick a switch 
... type the first letter. This automatically punches the tape 
and the operator sees every word she is punching—no blind 
punching as in outmoded systems. Then the machine takes 
over—all by itself. At 135 words a minute all day long. 
Number of copies: unlimited. Number of rest periods: none. 

Does your company ever have personalized first-copy mass 
mailings to get out? Is your company tired of paying the high 
cost of independent punching service, or of training em- 
ployees to punch on complicated outmoded systems? Then 
get in touch with Royal McBee Corporation, Port Chester, 
New York, for full information on the brand new Royaltyper. 


R Y, ® 
Product of Royal McBee Corporation, World's Largest Manufacturer of Typewriters. Gg AL 
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LIBERATOR 400 


LIBERATOR 500 


PRESENTING 


Worle Finest Opticals 


by SPEED-0-PRINT 


LIBERATOR 600 


NEW exclusive advancements set new performance standards 


LIBERATOR 400 Meets every demand 


for quality work at a small investment. Automatic feed 
+ .. accurate registration . . . post card to legal size. 
Uses clean-to-apply paste ink . . . internal brush ink- 
ing. Receiving tray has adjustable side guides and 
efficient back-stop stacker. Dual-pad side guides on 
feed table are adjustable to all widths and lengths of 
stock. Feed table capacity, 225 sheets. Produces up 
to 4000 copies per hour. 


LIBERATOR SOO finest hand-operated 


duplicator ever built. New front “pull-in” feeding 
mechanism provides positive feeding of single sheets, 
eliminates need for adjustable rubber pressure pads. 
Feeds light-weight paper to card stock, post card to 
legal size. Hairline registration. Closed cylinder uses 
easily-applied paste ink; ink container (tube) screws 
directly into cylinder, assuring absolute cleanliness. 
Internal brush inking. Up to 5000 copies per hour. 


LIBERATOR GOO new, exclusive devel- 


opments mark the Model 600 as the most advanced 
electric stencil duplicator available. “Pull-in’ type 
feeding mechanism eliminates need for rubber pres- 
sure pads, give positive single-sheet feeding of any 
size, any weight stock from post card to legal size. 
Paper supply on feeding table can be replenished 
without stopping machine, permitting continuous, high- 
speed production. Simple adjustment raises or lowers 
printing position. Two speeds. Produces up to 6000 
copies per hour 


Sheed-O- Pit Coporation 


1801 WEST LARCHMONT AVENUE 
CHICAGO 13, ILLINOIS 


MAKERS OF WORLD'S FINEST DUPLICATORS AND OFFICE MACHINE PRODUCTS 
For More Information Circle No. 227 
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it’s an open-shelf file! _ 
it’s a record transfer’ unit! 
it’s an inactive records file! - 
























































LAGOMARSINO-FAI 


Viale Umbria 36 Milano (italy) 
TOTALIA AND NUMERIA 
The most complete line of 
printing calculators and 
adding machines available 


to dealers 


aies and service 


iwvatlable from the Ames Supply Company 


Distributing Centers in U.S.A. 

NEW YORK, Check Writer Co., 565 Broadway 

CHICAGO, import Office Machine Co.,7444N. DALLAS, Wholesale Office Machines Co., 2000 
Harlem Ave. North Lamar St. 

SAN FRANCISCO, Northwest Lagomarsino, 639 LOUISVILLE, KY., Import Business Machines 
Howard St Co., 1503 Bardstown Road. 

LOS ANGELES, Wholesale Business Machines, PUERTO RICO distributor: SAN JUAN, Real 
7515 Beverly Bivd. Hermanos Inc., Calle Tanca 250 

HOUSTON, Adding Machines Distributing Co., CANADA distributor: TORONTO, Nauta Bros., 
2201 Caroline St. 3615 Danforth Ave. 


For More information Circle No. 368 
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DRAY CREATES DISTINCTIVE DESKS 


FOR LIFETIME SERVICE WITH TOPS OF 


NEVAMAR 


HIGH-PRESSURE LAMINATES 


és is 


Th ° 
NEVAMAR 


0 A HIGH PRESSURE Laminate 
© RESISTANT TO CIGARETTE SURNS 
» WITHSTANDS BOLLING WATER 


9 DESIGNED FOR LONG LIFE 
AND LASTING BEAUTY 


> WON'T CRAZE CRACK OF 
PEF. Im MORMAL USE 


vemen 
sows me ee» WOT AFFECTED BY ALCOMOL 
FRut ACOs Ammon 
Koo bt ORDINARY INK on tome 
‘> Guaranteed by \> never wecos rantinc 
Good Housekeeping > tasy To Clean Zoe 
g * 
S48 aprraniste OE 


NEVAMAR conforms to NEMA specifications 


NEVAMAR DIVISION 





ea 





In today’s office furniture, “DRAY-ability” denotes desk 
creations in modern design for every need, from top 
executive to secretarial desks. DRAY tops these desks with 
NEVAMAR, the super-hard, satin-smooth surfacing material 
that repels stains, scars and burns .. . keeps its beauty 
thru a lifetime of trouble-free service. 


Photo: Dray desk No. 9050. 48° x 30” single pedestal 
model. One drawer may be used as filing cabinet. Also in 
double pedestal model No. 9051, 60” x 30°’. In Desert Sage, 
Mist Green, Grey and Dawn Grey. Made by Dray Manufac- 
turing Co., Inc., 11406 Downey Ave., Downey, Calif. 


THE NATIONAL PLASTIC PRODUCTS COMPANY 


Saran and Nylon Fibers—Nevamar High-Pressure Laminates—Wynene Extruded and Molded Products 


ODENTON, MD. + NEW YORK, N.Y. « LONG BEACH, CALIF. » SAN FRANCISCO, CALIF. « MIAMI, FLA. + CHICAGO, ILL. 
DENVER, COLO. + PORTLAND, ORE. + CLEVELAND, O. + CHARLOTTE, N.C. + MEMPHIS, TENN. + INDIANAPOLIS, IND. 
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READING TIME —53 SECONDS 


In the time it would 
take you to read this 
you could have installed 


sete! PERFEX 


disposable 
ROLLERS 





MULTILITH 1250 

: MULTILITH 1250W (11x 18) 

NOW AVAILABLE FOR THE: ATF 15, PHOTOSTAT, WHITIN 
DAVIDSON 221, 241, 251 

The PERFEX SYSTEM consists of a set (form & ductor) of dampener rollers, complete 
cores with TRI-MOL molleton covers applied. When your covers need changing you 
simply throw away the complete roller & replace. Since it is a complete roller the 
PERFEX ROLLER need only be put into its proper position on the press and you are 
ready to run. No operating change is necessary from your present dampener system. 


NO MORE SPLIT SEAMS @ NO NEED TO SEND OUT ROLLERS FOR 
COVER CHANGES @ NO LOST PRESS TIME DUE TO COVER CHANGES 
@ NO MORE LOOSE OR TWISTED COVERS @ NO MORE REMOVING 
OLD COVERS AND APPLYING NEW ONES @ NO LOW ENDS OR 
MOURNING BANDS & 


Send for brochure & name of jocal dealer ROLL-O- G R A P H i Cc Cc 8) R P. 
mens 133 PRINCE STREET, NEW YORK 12, N.Y. 
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LOW-COST 
SMART * STURDY ¢ VERSATILE 


MASO new book- 
cases, with decora- 
tive design and 
beautiful finish, : 
have a wide variety . E  Qegtdiliaaeal 
of uses, Attractive of 29” and 42” Units 
as corner or wall 
bookcases — indi- 
vidually or 
grouped; island 
dividers; counters, 
Provide working, 
shelf or counter 
area; office or 
stock room stor- 
age. 














42" MODEL 








Choice of finish to blend with modern office or store furnishings: 
Desert Tan, Mist Green, or Gray. Adjustable shelves. Open, or 
choice of two types of sliding doors—steel or glass. 
Finish is baked-on-enamel. All models in 12” or 
18” depths. Readily convert to door or basic unit 
style, 
INTERSTATE METAL PRODUCTS CO., INC. 
(Office Equipment Division) 
666 LAKE SHORE DRIVE, CHICAGO 11, ILL. 
Please send your FREE CATALOG giving complete information on new 
MASO bookcases and supply units. 


Name 
Title 
Company 


Address 


City (State) 
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A favorable corporate im- 
age isn’t born, it’s made— 
from many different kinds 
of impressions. One of 
them is the way your 
printed messages look. 
And that includes just 
about everything turned 
out by your duplicating 
department, from price 
sheets to press releases. 
Good looking duplicat- 
ing starts with the paper 
itself. Does it have a crisp, 
quality feel? Does print- 
ing stand out clearly on 
the page? If used for typ- 
ing, can erasures be made 
without looking messy? 
The answer to each of 
these questions will be yes 
if you select one of the 
new Stan-Pak Run-Rite 
Papers. Every paper has 
been designed to deliver 


maximum performance — 
*T.M. 


eo PROOUCTS 


eto} og oe) tA 
image 


in the typewriter, through 
the duplicating machine, 
on the press. Here’s why: 


Trouble-Free Running 


What are the qualities 
that make for trouble-free 
running? True flatness, 
for one. Controlled mois- 
ture to insure good print- 





..-help keep it bright with new Stan-Pak Run-Rite Papers 


ability. Accurate trim and 
finish to prevent feeding 
jams. Uniform weight, 
even caliper and careful 
surface sizing. 

You get them all in 
Stan-Pak Run-Rite Papers 
—a line that combines the 
products of our Eastern, 
Chemical and Missisquoi 
mills. 


531 Grades, Sizes and Types 


Under the Stan-Pak 
Run-Rite name you'll find 
the exact grade, color and 
weight you want—at a sen- 
sible range of prices to suit 
your budget. 

Next time you order pa- 
per, try the brand that’s 
made to run right. We’re 
confident you’ll specify it 
every time. 

STANDARD PACKAGING 
CORPORATION, N.Y. 17 





How a Company Library More 
Than Justifies Its Cost 


STABLISHING and maintaining a 

company library, even when the 
company is located in the heart of a 
metropolitan area which has numerous 
public libraries and reference sources, 
is well worth the effort and expense. 
The convenience and time-savings of- 
fered by an immediate source of in- 
formation especially adapted to your 
particular business needs should more 
than justify the cost. 

For Mutual of New York, this source 
of information must cover several broad 
areas, such as management, finance, 


_ Filing system helps 
librarian for Mu- 
tual of New York 
library keep track 
of various publica- 
tions, such as ref- 
erence works, gov- 
ernment publica- 
tions, legal pro- 
ceedings, etc., 
maintained for use 
by company staff. 
Row of file cab- 
inets separates li- 
brarian’s desk and 
stack area. 


<For More Information Circle No. 410 


RUTH L. SCHAEFER, Chief Librarian, 


Mutual Life Insurance Co. of New York 


investments and taxation. To search 
for specific material in these fields, in 
sources outside the company, would be 
expensive and _ time-consuming,  al- 
though necessary to keep abreast of 
changes within the industry and in the 
business field. 

Our library was established in 1945, 
initially as part of the research division 
and solely for its use. Because of the 
needs of other departments, however, 
the library was expanded to its present 
company-wide form and placed under 
the direction of the internal communi- 





cations center. It now consists of more 
than 6000 volumes, and 400 periodicals 
and newspapers, including numerous 
government publications, reports of 
Congress, and general reference works. 
It is staffed by two trained librarians 
who handle all reference requests and 
the ordering and cataloging of books 
and periodicals. (Cost of all publica- 
tions and supplies is about $4500 a 
year. ) 

The actual work of organizing the 
library is the responsibility of the 
librarian. However, the following steps 
would be common to the establishment 
of any library: 

1. Compilation of a list of basic 
books and periodicals to form the col- 
lection. This can be done by examina- 
tion of such books as Ulrich’s Period- 
ical Directory, by John Andriot; U. S. 
Government Serials and Periodicals, by 


nt 


The library for Mutual of New York, established in 1945, contains more than 6000 
volumes and 400 periodicals and newspapers on well-cataloged shelves. 
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Constance Winchell; Guide to Refer- 
ence Books, (and supplements) ; Subject 
Guide to Books in Print, publishers’ 
catalogs and subject bibliographies. 

2. Placement of book orders and sub- 
scriptions, either directly with the pub- 
lishers or through book dealers. Much 
time and effort can be saved for the 
library staff by using a dealer whenever 
possible, since one order can cover a 
variety of items from different pub- 
lishers. 

3. Establishment of the classification 
and subject-heading system, and the 
processing of material. The most widely 
used classification is the Dewey Decimal 
System which makes provision for all 
subjects and can be adapted to meet 
each individual situation. Other sys- 
tems that can be used are included in a 
Special Library Assn. pamphlet, SLA 


Loan Collection of Classification 
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PURPOSE (DEFINE CLEARLY. WILL ASSIST IN DETERMINING DETAIL REQUIRED.) 
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Index file card showing circulation of periodicals is at top. Bottom form is used by 


librarians to show telephoned request for information. 


shows where information was located. 


Schemes & Subject Headings Lists on 
Deposit at Western Reserve University 
as of Nov. 1, 1958, which lists subject 
headings and classification schemes 
used by many libraries in specific sub- 
ject areas. 

The library staff does reference work 
for all departments (the majority of 
requests come from the research, mar- 
ket development, securities investment, 
personnel and public relations divi- 
sions). Subjects include biographical 
information, speeches, economic and 
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It records time required ard 


political forecasts, statistics concerning 
gross national product, income and pop- 
ulation. In addition, the staff does 
bibliographical work, compiling lists of 
source material and sometimes gather- 
ing the material together. 

Another of the library’s primary 
functions is the circulation of books 
and periodicals which help keep com- 
pany personnel up-to-date on insurance 
and business in general. Each month, 
more than 1000 pieces are circulated, 
each of them recorded and tracked by 
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means of our master routing list. 

Each book has its own call number 
and charge-out card. A_ book is 
charged out for one month, but may 
be renewed as long as there is no other 
request for it. If someone requests a 
piece already charged out, he is re- 
ferred to the person holding it. If the 
book is overdue, however, the library 
calls it in. 

Our library also participates in inter- 
library loans, and has temporary bor- 
rowing arrangements with the New 
York Public Library and with other 
corporate libraries. This makes even 
the most technical and hard-to-find 
material readily available. 

Books and pamphlets in MONY’s 


This record card, kept in book pocket, 
shows circulation throughout company. 
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Each month more than 1000 pieces are 
circulated by the library; each is recorded 
and tracked on a master routing list. 


library are cataloged and classified ac- 
cording to author, title and subject 
matter (the latter developed by the 
library staff). Periodicals are not re- 
corded in the basic catalog file but are 
listed in a separate, alphabetical file and 
in the routing file. Because of space 
limitations, most of the library’s con- 
tents are not kept longer than five years; 
many are replaced after one year. Cer- 
tain insurance publications, however, 
and some hard-to-find references are 
bound and kept permanently. 

Books are arranged by a numerical 
system which is a modification of a 
business library classification system de- 
vised by Julia E. Elliot, former in- 
structor at Pratt Institute Library 
School. This system emphasizes finance, 
investment, economics and related sub- 
jects, with a special section on insur- 
ance. It makes little provision for such 
general topics as literature, political sci- 
ence and history. 

The subject headings used in 
MONY’s catalog and pamphlet file were 
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devised by the company’s library staff. 
A list of all books, filed by number 
and containing purchase information, is 
maintained for use by the library staff. 
Whenever possible, Library of Con- 
gress printed catalog cards are used. 

The chief librarian selects the books 
and periodicals, and regularly examines 
periodicals, bibliographies and publish- 
ers’ lists to learn of new publications. 
Some material also is obtained auto- 
matically via memberships in such or- 
ganizations as the National Industrial 
Conference Board, Brookings Institu- 
tion and Institute of Life Insurance. 
Additional material may be purchased 
at the request of company personnel. 

Here are a few guideposts for any 
company considering establishment of 
its own library: 

1. Agree on the library’s primary 
function. Is it to be a general refer- 
ence file? Will it specialize in a par- 
ticular business or industry, or will it 
be confined to a specific technical area? 
Will its staff do extensive research work, 
or will the staff merely make reference 
material available? 

2. Engage a professional librarian 
and, if possible, experienced assistants. 
The librarian selects and arranges for 
the purchase of nearly all publications 
and supplies; sets up classification and 
cataloging systems; directs all research 
and reference work, and supervises cir- 
culation of all books and periodicals. 

3. Urge all departments to work 
closely with the librarian in the initial 
selection of the areas of reference ma- 
terial required. But don’t let depart- 
ment heads authorize purchase of ma- 
terials indiscriminately. 

4. Place the library under a single 
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Cards records which MONY librarians 
have found valuable are, top to bottom: 
record of publications ordered; catalog 
card which indexes book; book purchase 
card which serves as cross reference; card 
showing subscriptions and billing; intra- 
library loan card. 


department or division and maintain it 
as the primary central source of mate- 
rial in the company. Don’t have pieces 
of research material scattered among 
various departments. 

5. Arrange meetings between the 
librarian and appropriate representa- 
tives of each department so that the 
librarian can tell them what the library 
is organized to do, what it contains 
and how reference requests should be 
made. 
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Preemployment 


Investigations 


VINCENT GILLEN, Fidelifax, Inc., Garden City, N. Y. 


EOPLE are as important as equip- 

ment when automating an office; 
yet, the human element is too often 
neglected. Many personnel executives 
believe that obtaining the right people 
during the interim period when clerks 
are being replaced by more highly 
trained personnel, is the most critical 
operation in the automation process. 
Yet, many businesses devote more time 
and money to selecting equipment than 
to selecting the personnel who will oper- 
ate it. 

During the Second War, the little 
preemployment investigation (PEI) 
carried out was generally undertaken 
by company security departments. As 
people became more mobile after the 
war, interviews with neighbors and co- 
workers became more difficult to check 
in a half-dozen cities scattered across 
the country. It wasn’t long before the 
demand made on security departments 
was overwhelming and the need for full- 
time investigative organizations devoted 
to PEI became pressing. 

Such an organization is Fidelifax, 
composed of former FBI agents that 
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today number more than 300. This 
availability of highly experienced and 
trained investigators makes it simple 
for personnel executives to inexpensive- 
ly verify potential employees’ back- 
grounds, accurately and thoroughly. 

How important this can be is illus- 
trated by the case of an eastern com- 
pany that established an autonomous 
subsidiary of 1,000 employees (mostly 
women) in the southwest. During the 
first year some 10,000 applied for work. 
Of these, about 50% were rejected be- 
cause of obvious lack of qualifica- 
tions. The remainder were thoroughly 
screened by the personnel department 
using virtually all the conventional 
methods and tests. The names of the 
800 applicants remaining were sub- 
mitted to Fidelifax for routine PEI. 
After investigation, 300 were disquali- 
fied for reasons ranging from chronic 
alcoholism to falsification of employ- 
ment applications. Remember, these 
were people the personnel department 
would have hired had the screening 
not included PEI. 

Such careful employment techniques 
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Reduce 


Turnover 
Costs 


are credited by management of this 
subsidiary with keeping absenteeism un- 
der 2% and turnover under 1.5% per 
month vs. about 4% and 3%, respec- 
tively, for the parent company that had 
not used such thorough PEI. During 
its three years of operation it was 
necessary for the subsidiary to discharge 
no more than 18 persons, only eight 
of whom were fired for incompetence. 

In another firm, that employed many 
clerical workers, an analysis of turn- 
over showed that of several hundred 
persons discharged, only 8% were ter- 
minated because of incompetence. The 
remainder were discharged because they 
failed to meet social or personality 
norms required by fellow workers— 
not the employer—or for other reasons. 


Such interpersonal relationships are 
becoming more important as automa- 
tion increases—particularly in office 
procedures. Any conflict hetween skilled 
operators that may affect their work 
will be immediately reflected in the 
overall performance of the office. It 
is therefore intolerable. 

Many of these adverse personality 
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traits are extremely difficult to detect 
during employment interviews. Appli- 
cants are naturally on their best be- 
havior and the average interviewer un- 
consciously tends to identify easy ver- 
balization with social acceptability. On 
the other hand, it is relatively easy to 
learn of unacceptable characteristics 
during the course of face-to-face PEI 
interviews with neighbors, former fel- 
low employees and supervisors. 


So we like to believe that personal 
PEI is again the keystone in the arch 
of personnel selection as it was in the 
days when the employer personally 
hired a man because “he knew him.” 
We believe it has been proved that PEI 
is the one technique that validates and 
verifies the findings of all other selec- 
tion methods. At the same time, per- 
sonal PEI can add substantially to the 
effectiveness of all procedures. It 
should be of particular help now, when 
accuracy in selection judgment is rap- 
idly becoming a matter of life and 
death for management in the demand- 
ing, no-quarter competition brought 
about by automation. 
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G. T. MEDLOCK, Attorney at Law, Member U. S. Supreme Court Bar, and 
R. D. STEVENS, Management Consultant, Washington, D. C. 


O UNDERSTAND present-day 

labor relations and the various 
labor laws requires some knowledge of 
our Constitution. State and federal 
labor laws are based upon the Consti- 
tution. Amendment I provides that, 
“The powers not delegated to the United 
States by the Constitution, nor pro- 
hibited by it to the States, are reserved 
to the States respectively, or to the 
people.” In other words, the federal 
government has only delegated powers 
and the state “or the people” have all 
the residual powers. The Constitution 
also provides that, “Congress shall have 
the power . . . to regulate commerce 
with foreign nations and among the 
several States.” This is the well-known 
commerce clause under which Congress 
has been able to enact most of its labor 
legislation. 

It may seem strange that a clause 
of so few words could be so significant. 
Under it Congress has been able to 
regulate such matters as hours, wages, 
child labor, collective bargaining, and 
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general working conditions of every 
firm or industry in commerce. All of 
our state and federal labor laws, in- 
cluding administrative rulings, must 
conform to our Constitution. The courts 
make the last decisions. 

According to the Taft-Hartley Act, 
the term “to bargain collectively” means 
the performance of the mutual obliga- 
tion of employer and employee repre- 
sentatives to meet at reasonable times 
and confer in good faith with respect to 
wages, hours and other terms or condi- 
tions of employment; or any question 
arising thereunder; and the execution 
of a written contract incorporating any 
agreement reached if requested by 
either party. However, this obligation 
does not compel either party to agree 
to a proposal or make a concession. 

Not all companies and unions look 
upon white-collar collective bargaining 
in the same manner. Each has a dif- 
ferent goal or objective. Probably the 
most common type of bargaining is 
based upon the concept of horse-trad- 
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ing, each side makes certain demands 
upon the other and then trades off one 
demand against another. On a horse- 
trading basis, office management should 
be well prepared to make numerous 
demands of the union and hold out for 
all of them up to a certain point. After 
that point, the trading of any demands 
will be skillfully conducted. 

The success and effectiveness of your 
company’s negotiating any white-collar 
collective bargaining contract to its ad- 
vantage depend to a large extent upon 
the negotiators. Your negotiating team 
would probably be a committee includ- 
ing, among others, the office admin- 
istrator, a personnel executive and, of 
course, your company lawyer. Their 


knowledge, training and experience is 
of paramount importance. 

There is no doubt that the union will 
choose its strongest leaders to submit 


their proposals. Therefore, your nego- 
tiators should have such traits as 
patience, persuasiveness, understanding 
of the field of employer-employee re- 
lations in the office, ability to resist 
union pressure tactics, and common 
sense. 

Under the Taft-Hartley Act, negotia- 
tors must deal in good faith, try to 
understand the other party, make an 
effort to avoid personalities, and keep 
an open and alert mind. They also will 
have to deal with facts and logic, not 
personal opinions or emotions. 

Your negotiators will not wait until 
the day before the first meeting of the 
bargaining conference to make their 
plans. For as many weeks as are avail- 
able prior to the meeting, they will be 
gathering all available and pertinent in- 
formation concerning your office wages, 
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hours, benefits and employment condi- 
tions, because the union will be con- 
ducting a similar study. The negotiators 
also must know how far they may go 
in contract negotiations and the other 
demands a union usually makes. 

Certainly, your company will have 
sufficient advance notice about pend- 
ing white-collar contract negotiations. 
If there is any doubt of the union’s 
claim that it represents a majority of 
your office employees, you should re- 
quest the National Labor Relations 
Board to conduct an election to deter- 
mine this question. 

If your company should have a col- 
lective bargaining contract, your ne- 
gotiators must be familiar with the con- 
tract deadline and realize the coming 
necessity of negotiating a new one. The 
intervening time can be spent in gath- 
ering additional facts, figures and gen- 
eral data about your office personnel. 

Try to anticipate what demands are 
likely to be presented by the union since 
the union will take the initiative in pre- 
senting them. Listen to the union’s pro- 
posals and determine which of them 
make sense and are therefore practica- 
ble for adoption. 

If a union has been certified by the 
NLRB, regardless of the time of the 
year, it will request a conference. How- 
ever, your company probably will pre- 
fer to engage in any white-collar ne- 
gotiations during some slack period. 
Should negotiations break down and 
a strike result, the effect upon your 
company would be less serious. 

No set rule can be laid down for 
the length of the white-collar bargaining 
conference. Some feel, however, that 
after the parties involved have met, it 
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may be wise to drive through to a con- 
tract after the sessions. 

The matter of keeping a record of 
the white-collar bargaining proceedings 
is important. Keep a recorded, steno- 
graphic record, because it will no doubt 
be referred to. Also insist that the 
union’s demands be put in writing, for 
this tends to make the union’s position 
more definite. 

According to the Taft-Hartley Act, 
representatives designated or selected 
for white-collar collective bargaining by 
the majority of your office employees 
shall be the exclusive representatives 
of all employees. This includes bar- 
gaining in respect to rates of pay, wages, 
hours or other conditions of employ- 
ment. Although the NLRB has been 
given the right to decide what unit is 
appropriate, proper or fitting for white- 
collar bargaining purposes, Congress 
made the following exceptions: 

1. Professional workers have a right 
to decide whether they will be included 
in a group of non-professional workers. 

2. Craft units have a right to vote 
for or against separate representation. 


3. Guards must be in a unit apart 
from all other employees. 

The office supervisor has a right to 
decide whether or not he will join a 
labor union. According to the Taft- 
Hartley Act, he is a supervisor because 
he has authority, in the interest of the 
employer, to hire, transfer, suspend, lay 
off, recall, promote, discharge, assign, 
reward or discipline other office em- 
ployees. The supervisor also directs 
them, adjusts their grievances and rec- 
ommends action if, in connection with 
the foregoing, the exercise of his au- 
thority is not of a merely routine or 
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clerical nature, but requires the use of 
independent judgment. 

Before the Taft-Hartley Act, there 
may have been questions on the stand- 
ing of a supervisor in the office. Now 
there should be no doubt, if he meets 
the requirements set by an Act of Con- 
gress. Should union pressure be ex- 
erted upon your office supervisors, keep 
this in mind. 

According to the Taft-Hartley Act, 
the expressing of any views, arguments 
or opinions, or the dissemination there- 
of, whether in writing, printed, graphic 
or visual form, shall not constitute or 
be evidence of an unfair labor practice 
under any of the provisions of this 
act, if such expression contains no 
threat of reprisal or force or promise 
of benefit. It is clear that the problem 
of freedom of speech, especially as it 
applies to the employer, becomes an im- 
portant question under the act, and you 
should understand its meaning. 

If one party to an existing white- 
collar collective bargaining contract 
wants to change it, he must do four 
things: 

1. Serve a written notice on the 
other party 60 days before the date 
the contract is to end or, if it has no 
termination date, 60 days before the 
proposed termination or modification. 

2. Offer to meet and confer in o:der 
to negotiate a new contract or a con- 
tract containing the proposed modifica- 
tions or changes. 

3. Notify the Federal Mediation & 
Conciliation Service (as well as any 
state mediation agency) within 30 days 
after the first notice if no agreement 
has been reached. 

4. Continue the existing contract in 
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full force and effect without a strike or 
lockout for 60 days following notice, 
or until the date the contract is to end, 
whichever is later. 

There must be complete understand- 
ing at every white-collar collective bar- 
gaining contract conference between 
management and the labor union. If a 
contract has been signed, it has to be 
put into effect. To do this with the 
minimum of friction, make an effort 
to inform every employee covered as 
to the contract provisions. In addition, 
the office administrator must know and 
understand the provisions of the con- 
tract since he will have a part in help- 
ing to put it into action and seeing 
that it works smoothly and satisfac- 
torily. Naturally, your company will 
have to comply with the terms of the 
contract, because failure to do so may 
result in a strike or a suit for breach 
thereof. 

A white-collar collective bargaining 
contract is no different from any other 


body o1 rules or law. No matter how 
carefully the parties involved may at- 
tempt to solve every day-to-day office 
union problem, it is impossible to do 
so. The terms of the contract are often 
subject to conflicting interpretations, 
just as are state and federal laws. To 
meet this situation, your company and 
the union will include grievance pro- 
cedures which permit either party to 
settle grievances, questions or problems 
not clearly answered by the contract. 

Negotiating a collective bargaining 
contract is not simple. It requires knowl- 
edge, training and experience. But there 
is no reason why the office administra- 
tor cannot learn to negotiate a con- 
tract to his company’s advantage. After 
all, the company has invested capital 
in the business, and must therefore ob- 
tain adequate compensation through the 
productive efforts of its employees. 
Good management leadership will go 
a long way in solving employer-em- 
ployee problems. 





Oops, Wrong Number! 


One day two department heads stopped for coffee in the office of an executive 
who happened to be away from his desk. The phone rang, and one of the visitors 
answered with a mere, “Hello.” At the other end was our research manager, a 
deliberate and precise guy who takes his mistakes the hard way. His reaction after 
recognizing the voice was, “John? Sorry. I was trying to get George.” 

A moment later the phone rang again. With a wink, the second manager 
answered, “Ned Brown.” A pause at the other end, then, “Gee, Ned. I don’t 
know what’s wrong. I was trying to get George Allen. I’m sorry.” 

As the phone rang the third time, the mail boy walked in with the afternoon 
delivery. He was pressed into service and answered the phone, “Mailroom.” The 
reply, “Uh. . . sorry!” 

The final chapter came to light several days later. The research manager, con- 
vinced of his ability to dial a number correctly, had the telephone company make 
a complete check of our equipment to find, of course, absolutely nothing wrong. 

—L.S.§., Charlotte, N.C. 
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More Than 30,000 Expected at 
OMAC Seminar, Business Show 


ORE THAN 30,000 office ex- 

ecutives are expected to attend 
the 18th annual seminar and business 
show of the Office Management Assn. 
of Chicago, Feb. 27-March 2, at the 
Conrad Hilton Hotel, Chicago. Nearly 
100 prominent industry suppliers will 
show their products in an _ exhibit 


area covering more than 50,000 sq. ft. 

Co-sponsored by OMAC and North- 
western University, the seminar pro- 
gram will feature concurrent sessions 
on personnel, data processing and office 
services—the three major areas in office 
administration today. These will be 
tied to needs of industry for the “new 


Exhibitors at the OMAC Business Show 


Addo-x Sales 
Add ay ne Corp. 


Allen-W. eet ay mage 
heaton ter Co. 


RDC-Rex Rote 

— & saa hater So Co. 
usiness Efficiency S$ s Co 

me a pe Mfg, Co 

Bircher Co 

~ Cross-Blue Shield 

E. W. Boehm Co. 


Boom Electric Corp, 

Charles Bruning Co. 
Chart-Pak, Inc. 

Cincinnati Time Recorder Co. 
Coffee Clubs of Illinois 


Elliott Addressing Machine Co. 
Friden, Inc, — 

Functional Music, Inc, 

General Co. 


oe ag 

Hinchey 5 agra Inc. 

Illinois Bell Te’ Co. 
International Business Machines Corp. 
Lee F. Kollie Associates 


Lang Equipment Sales Co. 
LeFebure Business Systems, Inc. 
Magne-Dex Sales of Chicago 
Maher Records Binding Co. 
Marshall-Jackson Co, 

Master Addresser Co. 

Modern Partitions, Inc. 
Monroe Calculating Machine Co. 
Mullen Co, 

Murname Paper Co, 

National Cah Register Co. 
THE OFFICE 


Olympia Typewriters 

Ozalid, Div., General Aniline & Film Corp. 
Pepsi-Cola Seneral Bottiers, Inc. 
Perma-Disk Secretarial 

Philco 

Photostat 

a - Inc. 


rieate Tele-Communications, Inc, 
Recordak ne. 


Record Controls, Inc. 
Recording & Statistical Corp. 
Scriptomatic, Inc. 

Simplex Time Recorder Co. 
Smith-Corona 


, Inc, 
Speed-O-Print Corp. 
Standard —— Corp. 
Standard Manifo 
Statistical ae Corp. 
Stivers Service 
Sturgis Posture ¢ Chair Co, 
Tab Products 
Tallman Robbins & Co. 
Thermo-Fax Sales Corp. 
Thomas Collators, Inc. 


Whizz Office Service 
Yawman & Erbe Mig. Co. 
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A girl like me, I said, 
deserves a postage meter! 


“I’m useful. I’m busy. I spend 
hours on the phone every day. 
I do oodles of odd jobs around 
here. I’m too bright to waste 
time sticking stamps, sealing 
envelopes. And I’m too well paid. 

“That’s just what I told the 
boss. Okay, he said. So we got 
a postage meter. Golly! Why 
didn’t I pipe up ages ago?” 

When you have a postage 
meter, you bypass those GI glued 
stamps. Get rid of stamp sticking 
and say good-bye to government 
stamped envelopes. Keep stamp 
box for petty cash. 

You always have the right 
stamp — because you print it. 
Any amount for any kind of 
mail. Right on the envelope, or 
on special tape for parcel post. 
Plus your own small ad, if you 


Be TOES cis RGR 


want one. You stamp and seal 
a day’s mail in minutes! 

Postage in the meter can’t 
be stuck together, burned up, 
swiped, borrowed, or blown 
away! Also, it’s automatically 
accounted for! And metered 
mail takes less time in the post- 
office, can often make earlier 
planes and trains. 

You're too small for a meter? 
Not at all! One-third of DM, 
desk model postage meter, users 
average less than $1 a day for 
postage — like the DM for its 
convenience. 

Like to have a demonstration 
in your Office, no obligation? Call 
any Pitney-Bowes office. Or send 
for free illustrated booklet. 
FREE: Handy desk or wall chart of 
postal rates, with parcel post map. 


PiTNEY-Bowes, INc. 
3499 Pacific Street, Stamford, Conn. 


Send free () booklet (J postal rate chart to: 


Pitney-Bowes 
POSTAGE METERS 


Name 
Made by the leading manufacturer of mailing 
machines .. . 139 offices in U. S. and Canada. Address 


For More Information Circle No. 363 
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Increase the Usefu/ness 
of your Teletype Page Printer 


. with the addition 
fo) Mr EM -11-347 0) - lel nd-t-Lel-1g 
(sending unit) 


me: late me WM -)1-342 01-1 
Tape Punch 
(receiving unit) 








Free Model 28 Line folder. Write Dept.37-B, 5555 Touhy Avenue, Skokie, Illinois 
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Tape can pay you 
dividends 


Adding Teletype tape units to your present Teletype page 
printer can pay you handsome dividends. As your printer is 
used for sending and receiving messages and data, the infor- 
mation can at the same time be captured in perforated tape 
form—as a by-product, without effort on the part of your 
operator. This tape, then, has many cost-saving uses: 


Save time, increase capacity—the tape can be used to 
retransmit all or part of the information to other locations .. . 
it is an easily storable record . . . it can be used over and over 
to save typing effort. 


Greater accuracy, efficiency —using punched tape for repe- 
titive data such as addresses, product descriptions and other 
fixed information not only eliminates retyping but also saves 
possible errors in preparing purchase orders, sales records, 
payrolls and the like. 


Business machine tie-in—the tape is compatible with many 
modern business machines and can also serve as “input data”’ 
for certain types of computers. 


In these and many other ways, the addition of Teletype 
tape units to your present Teletype page printer can pay you 
important dividends. Teletype Corporation manufacturers this 
equipment for the Bell System and others who require the 
utmost reliability from their data communications. Teletype 
equipment can be used with Data-Phone and other communi- 
cations services. 


CORPORATION © | sussioisny of Western Electric Company we. 


For More Information Circle No. 256 
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Another Achievement from Monroe 


Compacted into a dynamic design 
fave) angele lolaimt-16:4-1em 4al-lame 7e)0) am e-1(-)e)elelal- 
s Monroe's latest conversation-piece 
Astonishing speed distinguishes this 
10-key Adding Machine —one of the 
famous Monroe Series E with the 
Velvet Touch.’’ Cycling at 250 milli 
seconds, it will outpace and outpro 
Juce any machine of. its kind. And 
ts trouble-free durability rarely if 
ever needs the Monroe nationwide 
service organization that backs its 
guarantee. The Series E genuinely 
means ease, efficiency, economy - 
ts surprisingly low price will save 


you up to one-third when you buy 


u 


° i 
re 
ter catcurating > & pe 
‘8 A DIVISION C TTON INDUST ; eae men abr: 


+) 
/ 
D) 
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Monroe Calculating Machine Company, Ine. Sales and service in principal cities everywhere. General offices, Orange, N. J. 
For More Information Circle No. 393 
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frontiers of the challenging Sixties.” 

Keynote speaker will be Harry Wylie, 
Pure Oil Co., Palatine, Ill., who will 
emphasize the need for up - to - date 
thinking in the changing world of office 
procedures. 

The section on personnel will be 
chaired by Wilbert Scheer, personnel 
director, Chicago Blue Cross-Blue 
Shield. Subjects to be discussed in- 
clude: Improving Basic Supervisory 
Operating Skills, Preparing for Future 
Developments, Office Unionization 
Drives, Solving Common Human Re- 
lations Problems. Specialists will show 
how to develop higher morale, less ab- 
senteeism and greater productivity. 

The data processing seminar will be 
presided over by R. Hunt Brown, presi- 
dent, Automation Consultants, Inc., 
New York. Sessions have been de- 


signed to permit IDP and EDP equip- 
ment exhibitors to participate in the 
program. OMAC members will sug- 
gest specific problems in the electronic 
and mechanical fields. Equipment 
manufacturers will show how their 
products solve these problems. 

Office services sessions, headed by 
Walter Emmerling, Procter & Gamble 
Co., Cincinnati, are designed to give 
those persons in every office responsible 
for the analysis, purchase and applica- 
tion of machines and equipment an op- 
portunity to make comparisons between 
kinds of equipment with minimum time 
and effort. Exhibitors of typewriters, 
calculators, furniture, dictating and 
copying machines will display and ex- 
plain their newest units. For complete 
details write OMAC, Dept. TO-2-61, 
105 W. Madison St., Chicago 2. 
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| UNIQUE VISUAL CONTROL 


He MEMO FLEX* is a new visual control and scheduling board that 
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Grease pencil note on extruded 
clear plastic Memo Strips* 


Desired columns laid out using 
adhesive striping tape. 


G4 Memo Flex’ DIVISION 
i 515 Bannock Street, Dayton 4, Ohio 


National Distributor QuesTronics Division, Chicago 6, Ill. 
* TRADE MARKS OF THE GARRISON MACHINE WORKS. INC 


Column title headings made up 
using adhesive letters. 


is easy to use, flexible and low in cost. 

Tells you at at glance where things stand, where trouble may be 
developing. A visual picture of concise details, a constant spur 
to action. Easily kept active and accurate, it saves time and 
trouble wherever simple, effective visual control is needed. 

Every unit comes complete with all the elements for the user 
to create his own custom layout. Only $49.50 F.0.B. Plant. 


ibe 
; eX 


PAT D. PEND 





» 


ae Ss. i 
Memo Strips* slide up and 
down, snap in and out for easy 
arrangement. 


For More Information Circle No. 370 
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© ECONOMICAL 
© SAFE 


FOR 


NEGATIVES © OFFSET PLATES 
STENCILS © SKETCHES © ARTWORK 
MASTERS ¢ X-RAYS 


ATLAS 
VERTICAL FILING SYSTEMS 


The Atlas DeLuxe Model 
NOW 


© FAST 
© EFFICIENT 


Available in Four Widths 


A DeLuxe—Files 600 
items to 10%” wide x 22” 


B DeLuxe—Files 600 
items to 13” wide x 22” 


E DeLuxe—Files 600 
items to 17” wide x 22” 


C DeLuxe—Files 600 
items to 21” wide x 22” 
(C DeLuxe Illustrated) 


All DeLuxe Models are 
equipped with casters. 


7 manufactures & 
ea complete line of 11%”, 
14”, 18” and 22” hangers 
for the DeLuxe Models 
and for larger and small- 
er cabinets which are also 
available. Hangers are 
manufactured in_ styles 
and sizes for all types of 
plates, negatives, stencils, 
- artwork, swatches, etc. 
Illustrated is one of the 
» four sizes of the Atlas 
s Nega-Plate hanger. 


Write for complete 
literature 


ATLAS STENCIL FILES CORP. 
16716 Westfield Avenue, Cleveland 10, Ohio 














For More Information Circle No. 327 


88 


Equipment Lease Plan 


LEASING PLAN for its equip- 

ment has been announced by Rex- 
Rotary Distributing Corp., New York. 
The plan covers either one or a com- 
bination of several units, including the 
Electro-Rex facsimile machine, Rex- 
Rotary twin-cylinder duplicators, the 
FotoRex composing machine and other 
equipment. 

Terms of the lease include a monthly 
rental plan up to 36 months, with taxes, 
installation and freight charges which 
may be included. 

The lease may be renewed for three 
or five years at rental terms as low as 
142% of invoice cost per year. 

Pointing out that leasing plans have 
grown from less than 42% of business 
equipment in 1950 to 2% today, and 
that it is anticipated that leasing will 
increase sixfold by 1964, Rex-Rotary 
President Ben Hollander has announced 
plans to boost the leasing plan with an 
extensive national advertising campaign 
during the next few months. For more 
information, write Rex-Rotary Dis- 
tributing Corp., 387 Park Ave. S., New 


“It’s not their toes that I’m trying 
to keep them on.” 
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Wew 


from every angle 
the Martin Yale 


auto-folder 





ONLY 


‘450 


plus f.e.t 









STYLING Modern streamlined “custom” design in two- 
tone Sahara Sand finish. 


PERFORMANCE olds, perforates, scores, slits .. . 
simultaneously or in separate operations. 
VERSATILITY instantly adjustable for all weights of stock, 
10-Ib. onionskin to 120-Ib. index. Accepts wide range 

of sizes from 212'’x6¥2" to 14x24”, 

FEATURES Easily removable fold plates. Variable speed, 

NM maintenance-free GE motor. Micro-adjustment for 

— precise angular fold control. Automatic feed, con- 

tinuous loading. 


MARTIN YALE, INC. LOW COST More dollar-for-dollar value than any 


other folding machine. Fully Guaranteed. 







2100 W. Fulton St. * Chicago 12, III 
TAylor 9-3033 For demonstration in your office, or additional details, 


call your dealer. 


For More Information Circle No. 276 


Manufacturers of Premier Auto Opener, Auto Folder, Ream Cutter 


NOFA Convention in New York 


OWN-TO-EARTH know how and 
D workshop clinics will highlight 
the 15th annual convention of National 
Office Furniture Assn., Feb. 23-26, in 
New York. Exhibits will be at the 
New York Coliseum, while meetings 
and convention headquarters will be in 
the Park Sheraton Hotel. 

All sessions will be devoted to the 
theme, “Design for Profit,” and will in- 
clude a closed-door session for dealers’ 
salesmen where “no punches will be 
pulled” in a discussion of sales prob- 
lems. All members of the trade will 


find out what their prospects and cus- 
tomers actually think of them through 


anonymous tape-recorded interviews 
with buyers of office furniture and ac- 
cessories. 

Saturday, Feb. 25, will start with the 
Service Award Breakfast, presided over 
by Robert B. Gibby, Desks, Inc., New 
York. This breakfast will honor office 
furniture industry personnel with more 
than 25 years of service. Saturday also 
will see the 15th annual NOFA ban- 
quet in the Park Sheraton Ballroom. 

NOFA officials report that exhibits 
will be numerous and interesting, with 
more than 130 exhibitors showing 
wares. Attendance also is expected to 
break records. 





Program, Day by Day 
THURSDAY, FEBRUARY 23 


Design Seminar Workshop, Chilton Brown, Directional Contract Furniture 
Corp., Chairman. Office Furniture "Know How" Management Clinics—Freight, 
John F. Bohman, Bohman Traffic Consultants, Gardner, Mass.; Leasing, R. P. 
Lewis, R. P. Lewis Co., Flint, Mich.; Sales Training, Dr. Jack Schiff, Pace 
College, New York; Direct Selling, Henry Flarsheim, Robert Haas Advertising, 
Inc., Chicago; Credits and Financial Analysis, speaker to be announced. 
Opening Convention Luncheon; Charles P. Taft, Cincinnati; speaker. 
Exhibits Open at Coliseum. 


FRIDAY, FEBRUARY 24 


Workshop Breakfasts: Dealers, Chairman, Clark C. Briggs, Farnham's, Minne- 
apolis, Minn.; Manufacturers, Chairman, Charles L. Pettibone, B. L. Marble 
Furniture Co., Bedford, O.; Manufacturers’ Representatives, Chairman, John 
B. Dwyer, John B. Dwyer Co., Boston, Mass.; Dealers' Salesmen, Chairman to 
be announced. Sponsored by Ofureps Club of New York. 

Report of Workshop Meetings. 

Round Table Discussion of "The Buyer Looks at Office Furniture Dealers and 
Salesmen", including confidential tape recorded candid interviews. 
Noon-6 p.m, Exhibits Open at Coliseum. 


10:00 a.m. 
10:15 a.m. 


SATURDAY, FEBRUARY 25 
8:30 a.m. Service Award Breakfast, Chairman, Robert B. Gibby, Desks, Inc., New York. 
10:15.a.m. Association Meeting, Town Hall Style, R. P. Lewis, NOFA President, presiding. 
Noon-6 p.m. Exhibits Open at Coliseum; also Sunday, February 26, 1! a.m.-6 p.m. 
7:30 p.m. 15th Annual NOFA Banquet, Ballroom, R. P. Lewis presiding. 
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BEVCO—Tubular Steel Coat and Hat Racks 


Mirror-like gleaming Chrome or Lacquer finishes 


Attach on standard 16" centers 
Row of Hooks 


Use individually 
or as an accessory 
to Costumers. 
Hooks 5!/."" apart. 
Available in 

2 — 6' lengths 


@ $1.25 per foot f 
NEW "E" Racks > 
Single Shelves only. The finest 
17 inch length x in Tubular 


25 inch length ‘ Steel df, y Single Shelf 
33 inch length s Racks "© 88 ¢y 36" $10.95 
49 inch length 4 























SUPER DELUXE RACKS 
Store more garments in less space. Single, Double and Triple Shelves in 2-3-4- 
Accommodate 4-6 persons per foot. 5-6' lengths. Floor Models available with 
or without casters or umbrella racks. 
Sturdi Wire or Tubular Steel Hangers; 
as shown, in open or closed hook. 


Bevco Ventilated Chairs 


Offer Correct Seating for Every Need 


Eliniinate the Office ““Hot Seat” 
Increase Efficiency 


Stretch 
=> 
Fade 
Tip ROOF 


See the 
BEVCO 


Swivel chairs 
Posture chairs 
Reception Settings 
Costumers: Wall 


and Floor Models 


OMAC SHOW 
Booth G & H 
Feb.27-28-March 1-2 


Conrad Hilton, ES 45A 
cutee ah ir Chicago Executive Swivel 
cians 19/2" wide—18" deep 


¢ More Comfort ¢ Longer Wear e Lower Cost 


For More Information Circle No. 353 


B { j \ ‘CO PRECISION MANUFACTURING COMPANY 
831 Chicago Avenue, Evanston, Illinois 








NEW BOON TO BUSINESS! New Mongol “Diamond Star” 
lead is superior in all five points: 


® Longest Writing Mileage @ Jet Black Writing 
®@ Silky Smoothness e@ Exceptional Point Strength 
@ Uniformity of Degree 


Mongol’s new “Diamond Star” lead is the only lead of its 
kind available in all five popular degrees: 1—very soft, 2— 
medium, F —firm, 3—hard, and 4—very hard. Comes in ¥ 
gross boxes of 12 packs—a convenient inventory and issue 
unit. No increase in price! 


See your nearest stationery supplier for Mongo! pencils with 
new “Diamond Star” lead by EBERHARD FABER—your one 
source of supply for all writing needs. 


: 


NEW MONGOL 


“DIAMOND STAR” LEAD 
In All 5 Degrees! 


(>> EBERHARD FABER 


Wilkes-Barre, Pennsylvania/New York/Toronto, Canada 


For More Information Circle No. 354 
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ROUND-UP of day-to-day em- 
ployee problems and how they 
were handled by management. Each in- 


cident is taken from a true-life griev- 
ance which went to arbitration. Names 
of some principals have been changed. 


Can Management Be Defamed on Union Bulletin Boards? 


What Happened: 

One day a supervisor stopped to read 
the union bulletin board. He saw a let- 
ter from the union which tore the com- 
pany apart. Among other things, the 
letter charged that “these managers do 
not want to bargain with their employ- 
ees .... and any company statement 
to the contrary is deliberately false”. 

The supervisor took the letter down 
and brought it to the personnel depart- 
ment. “How come we allow this kind of 
stuff to be posted on company prop- 
erty?” he asked. Personnel had the 
copies of the letter removed from all the 
bulletin boards. 

In about an hour the union committee 
stormed into the office. “What do you 
think you’re doing? These are our bul- 
letin boards.” 

“It’s true, we have to provide you 
with bulletin boards,” said the person- 
nel manager. “However, nothing in the 
agreement says we have to take this 
kind of abuse. All we have to provide 
is a place for you to post your notices 
or bulletins. What’s more, you have to 
get our approval. I'll never approve this 
kind of propaganda.” 
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“We'll see about that,” said the union 
—and the dispute ended up in an arbi- 
tration. 


Was the Union: 
RIGHT 0 WRONG 0 


WHAT ARBITRATOR CHARLES S. 
LaCUGNA RULED: “The company 
does have the contractual right to de- 
termine what shall and what shall not 
be posted. This letter cannot be classi- 
fied as ‘data, notice, or bulletin’, The 
language and tone is caustic and in- 











temperate. It praises and defends union 
activity and impugns the motives and 
actions of the company. The contract 


does not envision the use of union bul- 
letin boards as a media for union or- 
ganizational material.” 


Must Employees Perform Necessary Work on Holidays? 


What Happened: 

The company was having trouble in 
scheduling its work for July 4th. The 
usual practice of asking for volunteers 
didn’t work because there weren't 
enough volunteers. Management de- 
cided to order low seniority employees 
to report for work on that day. 

When the supervisor asked Mary 
Robbins and Jane Holtz to plan to 
work on July 4th, both girls refused 
the assignment. They said their hus- 
bands had made reservations which re- 
quired them to leave right after work 
on July 3rd. The supervisor warned 
them that they would be disciplined if 
they failed to show up. Efforts to find 
substitutes were without success. 

Mary and Jane didn’t come to work 
on the 4th. When they came in after 
the holiday, they found discipline 
notices on their time cards. Both girls 


objected to the company’s action. They 
insisted: 

1. Management has no right to re- 
quire work on a holiday. 

2. Previous holiday work had been 
on a volunteer basis. 

3. No disciplinary action had been 
taken in the past against workers who 
refused a holiday assignment. 

4. Management knew that both em- 
ployees had made arrangements for the 
holiday weekend. Ordering them to 
work wasn’t fair. 

The company stated: 

1. The right to manage carried with 
it the authority to require employees to 
work on holidays when necessary. 

2. The workers’ refusal without a 
valid reason was insubordination. They 
were justly disciplined. 


Was Management: 


RIGHT (2 WRONG (1 

WHAT ARBITRATOR GEORGE 
SAVAGE KING RULED: “Nothing 
limits the right of the company to re- 
quire holiday work. There is no clear 
and convincing proof of any such limi- 
tation in the past practice of the com- 
pany. Management made a reasonable 
effort to obtain volunteers for the holi- 
day work—it offered distinct induce- 
ments. It ordered the employees con- 
cerned here to work on the holiday only 
as a last resort. The selection of the 
least senior employees was a reasonable 
choice. To be excused from reporting 
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85% less posting time on bills with Recorpak Photographic Billing 
How Recorpak Microfilming can easily slice 
your billing costs in half! 


Anyone who’s sending bills out will NEW Recorpax RELI- 
see the economy of this short cut now ANT 500 Microfilmer. 
used by thousands of concerns— 

Just photograph the sales checks with a 
RecorDAK Microfilmer, and send them 
out to the customer with a simple listing of 
sales check totals, credits and returns. 

No need for dates and a description of 
each purchase on your bills—the sales 
checks tell the whole story. As a result, 
your billing staff can get bills out four 
times faster . . . can handle a great increase 
in your present sales volume without extra 
help or extra billing equipment. 


+ « «MAIL COUPON TODAY... iS 


RECORDAK CORPORATION aan 
415 Madison Ave., N. Y. 17, N. Y. 66-2 


Gentlemen: Send free folder describing the 
Recorpak Photographic Billing System. 


SRECORDPK? : 





(Subsidiary of Eastman Kodak Company) 


Position 





originator of modern microfilming 
—now in its 33rd year 

IN CANADA contact Recordak of Canada Ltd., Toronto City 

For More Information Circle No. 305 
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on a holiday, when ordered to work, 
would need the same reasons that 
would be acceptable for failing to 
work any other scheduled workday. A 


serious inconvenience to vacation plans 
would not be sufficient. The grievance 
is denied. The two employees were 
properly disciplined.” 


Do Tests Supersede Seniority as Basis for Promotion? 


What Happened: 

There was a job vacancy. The rules 
provided that “any employee who has 
the ability and physical fitness to per- 
form the work” may apply for the job. 
When there is more than one applicant, 
“the employee with longest seniority will 
be given preference.” 

Three men applied for the job. The 
company engineer prepared five ques- 
tions which he asked each man. One 
worker withdrew his application. Henry 
Black, the man with the greatest sen- 
iority, was able to answer only two 
questions. Jack Gordon, the most junior 
man, got all the correct answers. In 
view of his performance on the test and 
his background as an instructor at an 
industry training institute, Gordon got 
the promotion. 

Henry Black claimed that his experi- 
ence and seniority qualified him for the 
promotion. He said: 

1. The rules say that the most senior 


man gets preference, and I have the 
most seniority. 

2. All I have to prove is that I have 
the ability to do the job. The work 
which I now do proves that I have the 
ability. 

3. It isn’t fair for the company to use 
a written test like this. 

The company maintained that it had 
always chosen the applicant with the 
ability to do the work, regardless of 
seniority. It argued that Jack Gordon 
was fully qualified—while Henry Black 
could not pass the test. 


Was the Company: 
RIGHT 0 WRONG 0 


WHAT ARBITRATOR CARL A. 
WARNS RULED: “There is no evi- 
dence that this examination had ever 
been given before or that the company 
had pre-tested these questions to prove 
their validity for the job in question. It 
is not sufficient to say that anyone 
should know the answers — the sole 
question is whether an employee in this 
company could show his qualifications 
by his answers on this test. The question 
whether the company can unilaterally 
give a test to determine ‘ability’ depends 
on many factors—including the require- 
ments that the test be a reliable and 
valid one. The five-question examina- 
tion was improper as a basis for job se- 
lection.” 
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Easiest calculator tape in the world to read 


New Victor Automatic Printing Calculator 


Victor’s exclusive true symbols are 
familiar since childhood, instantly 
understood. No “‘code” to learn. You see 
each step of a problem as you would write 
it. Checking is faster, easier, accurate. 


x x x 





oe ole ote ote 


a 


NN SUN NRAS SONNY 
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0 
8 
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2 
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Easy to use as an 


No special training needed! With 


just one simple keyboard, Victor’s >! 
mcie Motor Bar and SimplacKey | [Biz] Veiga, oot oa 
handle all transactions. Automatic : 


Constant. Total Transfer. Credit Please send four-color brochure on your new 
Balance. Victor Automatic Printing Calculator. 


Name 
VICTOR [im 
. ° Address. 
business machines 
Victor Adding Machine Co., Chicago 18, Illinois 


Victor Adding Machine Co., (Canada) Ltd., Galt, Ont. 
For More Information Circle No. 215 
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How Offices Gain by Doing 
Their Own Plastic Binding 


ODAY, more than ever, business 
executives are exercising caution in 
the expenditure of company dollars to 
increase profits. While they appreciate 
the basic advantage for many types of 
graphic arts or office equipment, many 
do not always appreciate the “under- 
cover” savings that are obtained from 
the use of plastic bindings. Depending 
on the potential volume of work for 
plastic binding, there is justification for 
variable equipment costs from $300 
upwards. 
Plastic bindings offer the unique ad- 
vantage of minimum marginal areas. 


Consider binding on a 11” x 82” sheet. 
A well balanced sheet employing a 
plastic binding would frame an area 
9” high and 7” wide. For each 11” x 
8%” sheet bound with a plastic bind- 
ing, the printed area represents 63 
square inches, a standard, no matter 
how thick the book. 

Plastic bound books require less 
margin space. They permit the free 
turning of all pages, and always permit 
left hand edges of the printed area to 
be visible. Some other forms of bind- 
ing require a 2” hidden margin. Look- 
ing at this type of bound book, the 





THIS INK GUN 


ink and w 


r ALL day. SADOLINS remains “non-skin" 


IS YOUR 
SHOT INTHE ARM ‘(FOR OFFSET 
ole) Bley-wal, (cmelty.\ i ym Glee) Re): 
AND TROUBLE-FREE OPERATION 


The special formula of SADOLINS INKS of Denmark keeps a better balance between 


in cans, fountains and rollers. 


Black inks or color, there’s more pigment per pound in SADOLINS than in ordinary inks 


SADOLINS is one of the world’s oldest ink works; established in 1777 
Sold in over 60 countries, this quality ink comes in 30 colors 


Try SADOLINS: the “trouble-free” ink! Bring more color into your OFFSET duplicating today! 
FREE INK GUN AND COLOR INK BOOK WITH FIRST CARTRIDGE ORDER 


SADOLINS INKS « cenmars, us 


145 West 45th Street, New York 36, New York 


WRITE FOR PROFITABLE DEALERSHIP PLAN 


For More Information Circle No. 379 
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The greatest thing in 


carriages since babies 








high quliy WEBSTER 
CARBON PAPERS 


Exclusive, Uncoated Numbered Edge makes carbon handling 
easier and cleaner. It insures you neatly typed, even carbons 
every time. 


Stays Flat even in extreme temperatures. Each sheet is spe- 
cially treated to insure smooth, flat, uniform handling ease. 


Weights and Finishes to fit individual needs. You’ll get crisp, 
clean results whatever your typing requirements. 

And Webster offers you a variety of other high quality dupli- 
cating supplies: typewriter ribbons in cotton, nylon and silk for 
all typewriter makes; office machine ribbons for most types of 
adding, accounting, tabulating and addressing machines; 
carbon paper rolls, spirit duplicating papers and master units. 


plus: hand cleansers, type cleaners, instrument oil, and dupli- 
cating fluid. 


At better office equipment dealers everywhere — make it 
clear you want 


Webster 


MultikKopy Durametric Carbon Papers 


Always send a ‘‘Time-Saver’’ courtesy carbon copy 


F. S. Webster Company © & Amherst Street ¢ Cambridge, Mass. 
For More Information Circle No. 202 





The inexpensive units 
listed here make it possible 
for you to make your offset 

plates and duplicating masters 
the same way they are made in 
the larger printing plants. For 
quality reproduction, there is 
no substitute for the point 
source light in a nuArc 

arc lamp. Allunits 


rubber one-piece 
molded blanket for 
perfect contact 
between flat and plate. 


FINER REPRODUCTION — LONGER RUNS 
whew enpode with a <Qe> are Comp 


N-16W 


No. 1722-20 No. N-16 

For plates up to 21" x 25”. Alumi- For plates up to 122” x 1712”. Steel construction. Manual 

num glass frome .. . steel vacuum arc control. 

frame. Hinged ot feet. Complete Frame and arc lamp..... $129.00 

with orc lamp, 5-min. timer, motor, Frame, arc lamp, pump Sintaitiswe va eon 

pump, gouge.........$259.00 Frame only...... ; ; $ 55.00 

Arc lamp only............ $ 85.00 

No. 1722-20A. Same as above, 

with automatic arc lamp. $305.00 $139.00 

Frame and gouge only.. $125.00 Teer 
$115.00 


For complete description, send for Bulletin A-210-0. 
COMPANY, INC. 


General Office and Factory: 4110 W. Grand Ave. * Chicago 51, ll, 
Sales and Service: New York * Los Angeles 


Feature: chrome plated 
LIGHT TABLES | biccsnSroinn 8350 


auly 





printing supervisor sets his printing 
area only 9” x 5” (45 square inches). 


These books usually fight to stay closed | 


while in use. Conversion from this type | 


of book to a plastic binding increases 


the legitimate printing width from 5” to | 


7”. So, without increasing the height, 
we gain 40% in printing area. 


| 
| 


We | 


| 


might develop a formula (SL-standard | 
length, plus increasing W-width, equals | 


dollars). 
printed width will gain 10%. 


Assume that the printed area of each | 


page remains constant. Then, the 
number of printed pages in a book are 
determined by the total amount of com- 
position and the amount of composition 
area per page. If we increase the 
amount of printable area per page, we 
automatically reduce the total number 
of pages per book. Here is the under- 
cover savings that occur with plastic 
binding. 


Consider this example. Plastic bind- 





Even a %” increase in the | 





GBC Combo punching and plastic binding | 
machine of General Binding Corp. 
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CLEAR EXTRUDED PLASTIC 


Index Tabs * Price Tags ° Etc. 
In Transparent Colors Too! 


More than a million pounds of these 
modern plastic components have been 
furnished to the office equipment in- 
dustry to date. 

We design and make dies for extruded 
plastic protective transparent covers, 
holders, file tabs. 


COMPANY 


2209 Peninsula Drive, Erie, Pa. 
For More Information Circle No, 258 
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GET THINGS DONE 
WITH GOOD SYSTEMS 


LEARN 


¢ Work Measurement 
Survey & Analysis 
Organization Planning 
Systems Concepts 
Procedures Writing 
Techniques and Tricks of 
the Trade 
Systems Reports 
How to Run a Systems 


Department 


A new 50-week on-the-job course 
covers 17 basic areas in systems 
work. Prepares you for promotion. 
Helps you train assistants. 


This organized plan is a formal 
course, developed by The Founda- 
tion for Administrative Research, 
conducted by professional systems 
teachers. Fee $250 complete. 


This course is marketed by the pub- 
lishers of Systemation Letter, a semi- 
monthly bulletin on systems trends and 
techniques. 


Portfolio 2000-O2A 
“Orientation in Systems” 


ROSS-MARTIN« 


For More Information Circle No. 395 
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| Sheets of saved paper. 
| price of $1.10 per ream, the savings 


ing increases the printable area by 40%. 
This allows a 40% reduction in total 
number of pages—from 250 to 150. 
Plastic bindings save 100 pages per 
book. On 100 books, that’s 10,000 
Even at a low 
of $22 


becomes worth while. This 


| equally reduces the number of plates 
| if run offset. 
| costs only 12c each, this saves an addi- 
| tional $12. 


Assuming a paper plate 


Let’s look at the savings in labor. 
Each plate that hits a press must be set 


| up, run and run down, and cleaned up. 
| Assuming only six minutes per plate 


for the 100 copy job—by eliminating 


| 100 plates, multiplied at six minutes 


per plate, or 600 minutes, approxi- 


| mately 10 hours of labor are saved. 
| Realistically, about $20 in labor. Com- 


paring all this to a conventional binding 
style costing approximately 55c each, 


| the savings amounts to $55. The item- 


ized savings are listed below: 


10,000 sheets of paper @ $1.10 per ream 
100 paper offset plates @ 12c 

10 hours running time @ $2 

Purchase of former binders @ 55c 


Undercover Savings 


The savings figured above would 
provide justification for plastic binding 
equipment that would cost approxi- 
mately $1300 on the basis of only a 
1000 book quantity. Such a savings 
would be more than adequate to also 
pay for the plastic binding elements, 
plus a normal cover, plus silk screen 
decorating of covers in two colors. 

The foregoing example is a choice 
one to highlight plastic binding savings. 
However, one should test this idea on 


| any report using exaggerated margins. 


Even a 5% savings multiplied by the 
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This is the business end of a sucker cup, the key to the vacuum 
suction system of the Phillipsburg Inserter. Grips all material 
with the same unerring firmness, regardless of stock. Makes the 
Phillipsburg practically error-proof—makes mailing effortless 
by automating your mailing department within a 7’ x 11’ space 


FINER PRODUCTS THROUGH IMAGINATION 


Write for information on the 
Phillipsburg. It gathers + nests - Bell & Howell Company 
inserts + moistens and seals envelopes PHILLIPSBURG INSERTERS 
prints indicia + counts + stacks 14 East Jackson Boulevard 
: } Chicago 4, Illinois 0261 


For More Information Circle No. 371 
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OFFICE AIDS SELL 
easier, faster, better! 


NO-OVER-FLO SPONGE CUP. Ends water 
marks on furniture and papers. Built- 
in rubber rim provides stability, pre- 
vents scratching. 


“Build Up"’ 
Desk Tray. 
legal sizes; 


Horizontal 
In letter and 
colors. 


ideal Sanitary Moisteners. 
Designed for convenience, 
efficiency. 


= 


Flexible Steel 
Kleradesk — 


File-A-Sist 
Speeds 


Flexible Steel 
Kleradesk — 
Model 6V 


<< 


re ‘ 
“Capillary Action"’ 
Handi-Pen 
Desk Sets 


Write today for full information and prices. 


Cata-Rack 
for Catalogs 
and Books 


Adapto-Rack 
Sectional 
Organizer 


12-1 Sengbusch Building 
Milwaukee, Wisconsin 
For More Information Circle No. 356 
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total annual volume of bound books 
offers a substantial saving. 

Consider a company producing only 
10,000 booklets a year, with the aver- 
age book containing 40 pages printed 
one side, and 100 copies per edition. 
If plastic binding increases their print- 
ing area width by only 4%”, this alone 
will save 100% per annum: 


TOTAL 10% SAVED 
400,000 sheets _ 40,000 @ $1.10 ream 
4,000 plates 400 @ $.12 
400 labor hours 40 @ $2 


$ 88 
48 
80 


Undercover Savings $216 


Conventional types of office bind- 
ings have limited printing space to one- 
side of pages due to difficulty of read- 
ing the left-hand pages in an open book. 
Formerly, duplicating papers and inks 
were of inferior quality compared to 
those used today. This did not permit 
ideal office duplication on both sides of 
the sheet. The ink would often bleed 

| through the paper, resulting in poor 

| reading characteristics. Today, inks 
and paper are of such quality that it is 

| entirely practical to print both sides if 
the bound booklet will lie flat in use. 





The Model 27 electric Plastico punching 
| machine of Plastic Binding Corp. 
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ONE ROLL 


Don’t miss out on this money saving offer! 
During the month of February only, you get 
one roll free of either the 2592 inch or the 
1296 inch when you buy eleven! Call your 
“SCOTCH” Brand Tape supplier now. Offer ap- 
plies to all standard widths, ?/z, 1/2, 3/4 and 
1 inch x 2592 inch; 1/2 and 3% inch x 1296 
inch transparent rolls. Regular assorting priv- 
ileges. This offer expires February 28, 1961. 


S ® U.S. PAT. OFF 
THE WORD ‘'SCOTCH’* AND THE PLAID DESIGN ARE REGISTERED TRADEMARKS OF THE 3™ CO. 
Mitwnesora [finine ano (ffanuractunine company 
«++ WHERE RESEARCH 18 THE KEY TO TOMORROW 





| 
| ae «if per mo.* LEASES 


this high-speed, 
all-electric fully-automatic 


HALVERSON = 
Collator , f= 






Now YOU can put 
this work-saver and 
money-saver in your 
office, to help you 
as it now serves 
America’s leading 


gathers 8 sheets per second 


S nn 480 sheets/minute, with sure accuracy 


Companies 


Banks - produces 28,800 sheets per hour 


Printers 
Lettershops up to 8 sheets/set... running time 
Schools 


Manufacturers delivers crisscrossed sets 


jogged, alternated, stacked in delivery tray 





*on 3 5 song lease plan 
- also available on 
purchase plan. 





CALL, WRITE OR WIRE for complete information... 
or to arrange a DEMONSTRATION IN YOUR CITY. 


For More Information Circle No. 377 


H> HALVERSON products company, inc. 
° 1051 N. Paulina St., Chicago 22, Ill. 


Varilt er 


‘office-produces’ work like this wy 





LOWING CONDITION: 


Just give your VARITYPER Operator 
a rough layout of your planned booklet, 


MOTE, THIS ORDER 15 ACCEPTABLE OM, T UNDER 
THE FOL 1 THOM 





literature or ruled form. She will give you 
a finished, professional-looking job with 





its attractive variety of type styles, ruled 
lines and squared margins...all produced 
on ONE VARITYPER Machine. Instantly 
changeable type styles and sizes, auto- 
matic line ruling and margin-squaring make 
it possible. The job can be done on a di- 
rect master or prepared for paste-up. 








This entire advertisement 
was prepared on VARITYPER 
equipment. The body copy was 
written on the VARITYPER 
model, illustrated here, and the 
headlines were photo-composed 


on the HEADLINER machine. 


the machine with 1,000 faces 





GIVES YOU THE 
BEAUTY AND VERSATILITY OF 
Typesetting...! 
WITH THE BASIC SIMPLICITY 
AND ECONOMY OF 


Typewriting...! 


Mail this coupon for 
illustrated literature 
and specimens, 


Varilyper Corporation 


720 FRELINGHUYSEN song 
NEWARK 12, NEW JERSEY 


For More Information Circle No. 398 


Please send me VARITYPER Book p-21 








THE NEWEST CALCULATOR HAS ONLY: 10 -KEYS! 


No manual calculator offers more than the 


ALL-NEW FACIT CM2-16 


m 3-row “standard” keyboard @ 16 digit 
capacity # Back transfer lets you multiply 
continuously without resetting # You can 

see and check all figures set # Precision-made 
to famous exclusive Facit calculating 

machine standards ® Feather-light touch = 
Silent operation # Dustproof m A $ 
Write for all the facts today. 

FACIT, INC., 404 Park Avenue So., N.Y.C. 16 


or 235 Montgomery St., San Francisco 4. 


For More Information Circle No. 240 








Punched Cards Can Pave 
The Way to Automation 


DOUGLAS D. HUBBARD, Longview, Wash. 


FTER 12 years in the tabulating 

machine accounting field, I’ve heard 
about all the criticisms of machines, 
machine personnel, machine rental costs, 
supplemental equipment, pre-machine 
requirements and all of the rest. That 
I still lustily advocate machine methods 
to decriers and critics is the best evi- 
dence of sincerity that I can offer. 

The most effective way, I believe, to 
present the case for machine accounting 
is first to define the term. An accurate 
definition would be: a method by which 
the economical use of equipment saves 
more time and money than with any 
other method. There are secondary 
reasons but savings in money or time 


(time is money) has to be present to 
make the utilization of punched card 
equipment sensible. 

Usually, one of the reasons a punched 
card installation receives favorable con- 
sideration by management is because 
the machines can do more work in less 


time with fewer people. This “fewer 
people” thing may cause a simmering 
type of rebellion and defiance by the 
very people who will be depended on 
to help make the new system work, be- 
cause word has gotten around that “the 
machines are coming—we're all losing 
our jobs!” People who are worried 
about losing their jobs are scared! If 
there’s anything that'll make machine 
accounting look miserable, it’s a bunch 
of scared, disgruntled people using 
every ounce of their energy to figure 
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out reasons why it won’t work instead 
of experiencing the satisfaction of being 
a part of the team that’s going to make 
it work. 

The installation of punched card 
equipment can be the most harrowing, 
troublesome, unrewarding ordeal, or it 
can be a process by which the best and 
most productive characteristics of peo- 
ple are brought forth toward a common 
goal. Most businesses, by the time 
they’re ready for punched card account- 
ing, have attained a sufficient size that 
installation of the machines makes pos- 
sible the transfer of people who will be 
released from monotonous duties to 
more satisfying work. The number of 
businesses that fire people upon instal- 
lation of punched card equipment are 
very small in comparison to those 
whose reason for employing machines 
is to avoid the addition of personnel to 
handle increasing workloads. So, wheth- 
er machine accounting is good for you 
or not, is determined to a large degree 
by whether or not management takes 
employees into its confidence. Your 
people need the reassurance that they 
will still be important to you even if 
their duties are juggled somewhat by 
the use of cards and machines in proc- 
essing the firm’s affairs. The time and 
effort devoted to accomplish this will be 
the best investment you can make. 

Let’s consider some of the complaints 
made about machine accounting: 

1. “You rent and rent and rent, but 
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you never own the machines.” What’s 
so terrible about leasing? Isn't this 
exactly the same kind of arrangement 
you have with your employees? You 
don’t buy them and own them forever. 
You just hire their time and abilities— 
but they, unlike machines, ask for raises, 
go on vacations, get sick, expect pro- 
motions, develop difficult attitudes, and 
finally quit to go somewhere else. Leas- 
ing machines is a subject in itself and 
there are sharply divided opinions on it, 
but I’m convinced that leasing is good 
business and, in most cases, more de- 
sirable than owning equipment. When 
you can enjoy the benefits and savings 
offered by the most modern equipment 
without investing tens of thousands of 
dollars to purchase an installation that 
will possibly be soon outdated, and you 
can add or exchange machines to meet 
your individual requirements with mini- 
mum expense and inconvenience, that’s 
what I call good business. Machine 
rental agreements almost always furnish 


The original Hol- 
lerith tabulating 
machine used in 
the Census of 
Lowes. AS SD 
punched card was 
placed in the press, 
holes were elec- 
trically counted 
and totaled on 
dials. Then a mag- 
net raised lid of 
proper compart- 
ment in_ sorting 
box (at right) and 
card was inserted 
by hand. Dial 
totals were tran- 
scribed by hand. 
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preventative maintenance, immediate 
service in the event of breakdown, and 
replacement of parts without charge. 
2. “Machine accounting costs too 
much.” You don’t usually hear this 
until management has had enough time 
to forget what it was like before ma- 
chine accounting. At first, when infor- 
mation that was formerly considered 
economically impossible to obtain is 
produced as by-products of normal 
operation, and reports that took a week 
for manual preparation are produced 
by machine in a day — the effectiveness 
and advantages are vivid in everyone's 
mind. But after awhile, what was once 
recognized as a gigantic boon becomes 
accepted and taken for granted. Then, 
when means of cutting expenses are 
under consideration, somebody invaria- 
bly jumps up and thunders, ‘“What 
about all this machine accounting stuff 
around here? That stuff costs money!” 
Certainly it costs money. Point to 
something or someone in business that 


Photo from IBM Corp. 
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doesn’t. Does it cost too much money? 
It may be the biggest bargain you've 
got. If you want proof, try finding a 
better, faster, cheaper way to get the 
same things accomplished that your 
machine accounting is doing. 


3. “You need too much supplemental 
stuff for machine accounting.” That's 
right—you do, but “all that stuff” hap- 
pens to be things like card cabinets and 
control panel racks. Even at the most 
remote fringes of clerical activities, pen- 
cils, paper, pens, chairs, desks, filing 
cabinets and similar facilities are pro- 
vided without a great deal of concern. 
Why should exception be taken to the 
fact that punched cards and control 
panels, etc., need storage facilities? 


This criticism is very feeble but, never- 
theless, one which is commonly heard. 

4. “Everybody has to do things a 
certain way just for the benefit of the 
machine accounting department.” To 


some extent this is true. Some of the 
machine requirements are going to ap- 
pear foolish and arbitrary to those who 
do not understand machine processing 
procedures, just as it seemed foolish to 
me for my wife to always rinse egg 
yolk off the plates immediately when 
she couldn’t do the breakfast dishes 
until later. It wasn’t until I did the 
dishes myself that I understood. 
Which is the more practical—having 
transmittals and documents prepared, 
balanced and arranged for rapid and 
productive key punching, in which case 
things have to be done just so, or have 
the key punch operators knick-knocking 
through stacks of illegible and disor- 
ganized source material? Proper prep- 
aration of material is far less costly 
than the delays and problems resulting 
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from people in various departments 
sending material to the machine room in 
whatever order and at whatever time 
seems convenient. So the edict goes 
out: “Henceforth, when sending mate- 
rial to machine accounting ....” This 
doesn’t earn the machine accounting 
department undue popularity, but it 
does save money, and that’s what the 
company is interested in. 


6. “Why do machine accountants 
have to be so mysterious about their 
work? They talk a language nobody 
else understands!” Every branch of 
business develops its own idiom. The 
National Machine Accountants Assn. 
reminds its members that they have 
the responsibility and obligation to 
translate their technical jargon to com- 
mon words and explanations that any- 
one can understand. People at the ap- 
prentice and junior level of machine 
accounting are most responsible for the 
criticism that machine accounting is 
“hard to understand.” They are eager 
to display their new knowledge by drag- 
ging foreign sounding terms into their 
conversation and explaining things in 
technical, instead of general, terms. A 
seasoned machine accountant does 
neither himself nor his profession the 
indignity of talking “over someone’s 
head.” 

Machine accounting is not new and 
it shouldn’t be strange to today’s busi- 
ness personnel because it’s been the 
basis of much clerical automation. As 
machine development continues, the 
time is not far off when ordinary 
punched card equipment will seem very 
old-fashioned. But, like the typewriter, 
it will probably still be a necessity in 
many offices. 
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Executive Papers are properly pampered for perfect re- 
production on office duplicating equipment. You can 
choose from cotton fiber, sulphite, coated and uncoated 
papers — the right paper for the job, accurately cut and 
ready to run. Attractive new wraps keep Executive Papers 
crisp and clean, right down to the last efficient sheet. Order 
(and re-order!) from your Kimberly-Clark distributor. 


For More Information Circle No, 355 
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ANNUAL 
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1961 
MIDWEST 


SEMINAR 


and 
CHICAGO 


BUSINESS 








FEB. 27th 


THRU 


MAR. 2nd 


CONRAD HILTON HOTEL 


CHICAGO 








Seminar [] 


(1) OFFICE MANAGEMENT 

(] PERSONNEL 

[] CONTROLLER 

C] OFFICE SERVICES 

[] INDUSTRIAL RELATIONS 

[] MACHINE ACCOUNTING 

[] PURCHASING 

™@ GIGANTIC OFFICE 
EQUIPMENT EXHIBIT 


Clip and mail to OMAC, Dept. TO-2-61 
Office Management Assn. of Chicago 
105 West Madison St., Chicago 2, Ill. 


Please send me details of the Chicago 
Seminar and Business Show. 


For More Information Circle No. 271 





 — and Card Readers 


UNCHED TAPE AND CARD 
readers are announced by Genesys, 
Los Angeles. Their Elliott tape reader 
reads standard 5, 6, 7 and 8 channel 
tape at variable speeds up to 1000 
characters a second. Tape guides are 


| instantly adjustable for 11/16”, 7/8” 


and 1” wide paper tapes. Tape holes 
are sensed by solid state photoelectric 
elements which are easy to adjust and 
replace. Tape comes to a full stop on 


| every character at speeds up to 500 
| characters a second, and remains under 


complete computer control up to maxi- 


| mum speed. Tape can be stopped before 
| each succeeding character over the en- 
| tire speed range. Unit is 6 5/16” wide, 


10 3/4” deep, 8 1/4” high; weighs 15 


| Ibs., costs $2350. For More Informa- 


tion Circle No. 106. 
The Elliott punched card reader 


| handles standard cards with rectan- 


| gular or round holes, 80 or 45 col- 


Genesys Elliott punched tape reader. 
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Genesys Elliott punched card reader. 


umns. Standard unit holds 600 cards 
and feeds 400 cards a minute. Larger 
capacity feed hoppers are available. 
Output signals from  phototransistors 
provide +9 volts for a no-punch and 
—10 volts for a punch. The following 
output signals are furnished: 12 per 
card column, one indicating card is fed, 
one when column is at reading station, 
and one lasting from middle to end of 
the card read. Designed as a basic ele- 
ment for direct application to data sys- 
tems as a card transport, the card read- 
er measures 22” x 22” x 12”, weighs 
62 lbs., and comes in five stock models 
starting at $3950. For More Informa- 
tion Circle No. 107. 


“Watch it! He’s vicious.” 
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You Get Things Done With 
Boardmaster Visual Control 


yy Gives Graphic Picture of Your Opera- 
tions—Spotlighted by Color 

vy Facts at a glance—Saves Time, Saves 
Money, Prevents Errors 

vy Simple to operate—Type or Write on 
Cards, Snap in Grooves 

yy Ideal for Production, Traffic, Inventory, 
Scheduling, Sales, Etc. 

vy Made of Metal. Compact and Attrac- 
tive. Over 500,000 in Use 


Full price $4950 with cards 








24-PAGE BOOKLET NO. F-400 
FREE Without Obligation 








Write for Your Copy Today 


GRAPHIC SYSTEMS 


Yanceyville, North Carolina 
For More Information Circle No. 325 








SORTKWI 


Your Stationer has SORTKWIK’ or 
will stock it for you. Only 50c each, 


For More Information Circle No. 326 
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A Fast System 


E PRINTAPUNCH machine, 
perfected by Dashew Business Ma- 
chines, Inc., of Los Angeles, under 
license from IBM, incorporates the 
IBM Portapunch for the direct card 
punching from embossed plastic or 
metal plates. Clearly legible, imprinted 
data is created simultaneously. This 
captures source data at the point of 
origin and eliminates the writing and 
separate punching of source documents. 
It also prevents errors being introduced 
into data processing systems from trans- 
position of manually punched data. 
The machine operates at approxi- 
mately the same speed as credit card 
imprinters currently in use. Simplicity, 
flexibility and low equipment cost are 
expected to make this machine popular 
for a wide variety of data processing 
applications, including inventory con- 
trol, payroll accounting, credit card 
sales, tool control and hospital records. 


The Dashew Printapunch. 


ror 


Sourcs dal 


Plastic or metal plates contain em- 
bossed data in one field and punched 
data in another. The embossed cards 
are identical in size and weight with 
current plastic credit cards except that 
a series of round holes are punched 
in an otherwise unused area. In the 
machine, these holes act as punching 
templates. 

Code holes in the plastic cards are 
created automatically as part of a 
standard embossing operation on either 
the Dashew VIOOEW Electronic Data- 
bosser or the 410 Electronic Datatyper. 
Information in the embossed plates can 
vary widely but the system requires the 
use of IBM Portapunch cards. An op- 
tional fixed plate for repetitive data 
can be locked into the unit. The fol- 
lowing operations can be performed on 
a forms set incorporating an IBM 
card: 

Embossed data such as account num- 
ber, stock number, name and address, 
etc., can be imprinted from an inserted 
plate. 

Embossed data, such as station loca- 
tion, department number, etc., can be 
imprinted from optional fixed plates. 

Dates can be imprinted from a stylus- 
set dater. 

Variable data of up to five numerals, 
such as quantity, cost, etc., can be 
punched into the card through the ma- 
chine’s keyboard. 

Repetitive data such as station num- 
ber, department number, etc., can be 
punched into the cards. 

Data from punched holes in the plas- 
tic card, such as employee number, ac- 
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spicofinder THN system 


*successfully saving time, space 
and money in thousands of offices 





Revolutionary new Spacefinder Filing System gives savings up to 50% in 
clerical time, floor space, and cost — while affording the same dust, dirt and 
file protection as drawer files. Write for Planning Kit and Free Catalog. 


*Can you identify the six filing applications above? (1) Medical records files 
in an outstanding Pennsylvania hospital. (2) Blueprint files in engineering 
section of a leading manufacturer of data processing equipment. (3) Mort- 
gage loan files in a prominent Los Angeles savings and loan company. 
(4) Terminal digit filing in Auto Use Tax division of the Department of 
Motor Vehicles in a large Western state. (5) Saving space in the one-girl 
personnel office in a national airline regional 


office. (6) Beauty and orderliness in the home sw % ,=s 


office of a major western insurance company. rRODUCTS CO. 


Free Planning Kit shows how Spacefinder Filing System can 
save time, space, and money in your office. Write to Free Plan- 
ning Aids, Tab Products Co., 995 Market St., San Francisco 3. 


For More Information Circle No. 239 





“,.and I’m practically a lady of 

leisure, now that marvelous 
StenOtape does most of my 
work. Simply uncanny, the 
way it hears the boss’s words, 
even when he’s pacing around 
like a lion. Transcribes like a 
whiz, too. So I do twice the 
work in half the time and 
get araise Ja besides !!! 
StenOtape {/ \ >" is terrific, 
you ought § ; a, ask your 
boss to try } = it today.” 


GELOSO 


DICTATING - TRANSCRIBING - CONFERENCE MACHINE 
FREE TRIAL AT YOUR DESK §@ 


For More Information Circle No. 266 
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STENOTAPE 


The only dictating machine that gives 
you hi-fi fidelity with 4-way versatility 


1.DICTATE 2.TRANSCRIBE 
3.RECORD 4.PLAYBACK 


CONFERENCES 
Check these special StenOtape features 

¢ Exclusive automatic ‘“Self-Load” reel 
¢ 2-hours; endlessly re-usable magnetic tape 
¢ Absolutely jamproof « Simplest dictating 
and transcribing ever—one machine does both 
¢ Trouble-free operation — Exclusive 1 year 
guarantee * Travels in its own handsome 
attache case with room to spare for personal 
papers « Dozens more uses than only 
any other machine + Authorized 

dealers and service coast-to- $17995 
coast. FULL YEAR GUARANTEE reo. tax inc. 


F R e & For complete information about all dictating equip- 
ment, read ‘‘The Facts About Dictating Machines.”’ 


Includes an independent survey among secretaries dis- 
closing what they look for. 
SARA CEN CRA RN MORE IT AR GL RR mY MB CC 
American Geloso Electronics, Inc. 
251 Park Ave. So., N. Y. 10, N. Y. Dept. No.133 


0 I would like a free demonstration at my desk (no obli- 
gation). Please call for an appointment, 


©) Please RUSH, without obligation, free 16-page book, 
“The Facts About Dictating Machines.’’ 


| Name 





I Address. 





City. Zone State 


MAIL THIS COUPON NOW 


For More Information Circle No. 266 
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count number, etc., can be punched 
into cards. 
A code system, devised by Dashew 


| engineers, can furnish three times the 
| amount of information per column as 


standard IBM punching. Punched and 
embossed data required on the plastic 
or metal plates can be created in the 
user’s office with either the Dashew 
VI100EW Databosser or with the 410 
Electronic Datatyper. Embossing can 
be done separately in the user’s office 
with the inexpensive Dashew Datatyper 
400, using cards furnished pre-punched 
from a Dashew Service Bureau. Both 
embossing and punching can be pro- 
duced and furnished by Dashew. Ex- 
isting IBM data processing systems can 
be used. Companies which do not have 
their own IBM equipment can send 
cards to local service bureaus for ma- 
chine processing. 

The Printapunch weighs approxi- 
mately 20 lIbs., is 11” high, 11” wide 
and 642” deep. Depending on quan- 
tities desired, it costs as low as $75. 
For More Information Circle No. 160. 


Computer Becomes 
An Electronic Teacher 


TEACHING SYSTEM with the 
A ability to tailor its instructions to 
an individual student’s talent was dem- 
onstrated by System Development 
Corp., Santa Monica, Calif. Heart of 
the system is a Bendix G-15 electronic 
computer, programed to sense a stu- 


| dent’s needs, respond to his errors, build 


his knowledge and confidence. 
The electronic tutor could be the 
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“be a ? RO) to your help!” 
Start using 





Here’s a new thermo-copy paper that virtu- { 
ally never gets old. Long-lasting IC copies 
keep their easy-to-read sharpness of de- 
tail. They won’t “muddy up” and get dark. 
IC Instant Copy Paper stands the test-of 
time. 








Suzy the Secretary points out 
other big advantages for every- 
one concerned: 


* sharp copies 
(no smear or blur) 


* durable copies 
(won’t get brittle) 


* wax-tree copies 
(long belt life for your Ther- 
mo-fax machine, low main- 
tenance costs) 


Try IC and you'll see... 


For your special copying needs, there’s a job- 
engineered IC Instant Copy Paper. Choice of 
‘white and colors. Available through. quality 
office. supply dealers in major Cities. 

















© 90 OT S100 w80 tay 








NAME_ 
COMPANY. 
ADDRESS. 


[] Please send further information. 
[] | would like a demonstration of IC 
Instant Copy Paper. 


For More Information Circle No. 226 





Mr. Melvin Stich, Office Mer., 
Excello & Jayson Pajamas, Inc., N. Y., N. Y. 


when I tried a DIXON TICONDEROGA 
with their new MARVELEAD.” 


The Joseph Dixon 
Crucible Company 


JERSEY CITY 3, NEW JERSEY 


TICONDEROGA, N. Y.-MEXICO CITY, D. F. 
SANDUSKY, OHIO-NEW MARKET, CANADA 
For More Information Circle No. 338 


VISUAL 





MAGNETIC 
CONTROL 


MAGNETS MOVE FASTEST—& EASIEST—OF ALL! 

ee) Sastet Gontves Ser PRICES & 
Charts © Personne! PROCHURE 

Maintenance . Save OF-2 


Machine 
Visual Presentation 
COLORFUL. MAGNETS 
ORGANIZE i ee 
We ow 


| Get THE JOB DONE ON REQUEST 


‘Methods Research Corp. 


Priced From 


*38 


INCLUDING 
MAGNETIC 
ELEMENTS 








105C Willow Avenue, Staten Island 5, N 





For More Information Circle No. 339 
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, forerunner of small 


_ writer. 
“I was convinced of the difference in pencils | 





individual desk 
units capable of being centrally con- 
trolled by a master computer. The 
system could simulate a human tutor 
and work with as many as 100 students 
simultaneously, but on an _ individual 
basis. 

Questions, all multiple-choice, are 
displayed by a slide projector called up 
by the G-15. The student answers by 
pressing a key on an electric type- 
The computer immediately 
acknowledges the answer as right or 
wrong, orders up another slide and 
keeps a record of performance on each 
question. When the student misses a 
question, the machine detours him to 
a set of remedial questions. Once his 
performance on the remedial set is 
satisfactory, he is returned to the main- 
stream of the course. The machine 
may take the student out of the original 
series completely and into other basic 
series if he requires excessive remedial 
help. 

Thus the machine can be programed 
to help both the bright and the slow 
learner. If a student’s performance is 
high enough he can skip whole items 
in the basic series. If he indicates doubt 
or confusion or takes too much time 
in answering, the computer may divert 
him to less difficult questions. Respon- 
siveness to the delay in the student’s 
reaction is designed to help the slow 
learner. 

Though designed originally as a 
teaching aid, the automated teaching 
machine could also be the basis of 
other information dispensing and col- 
lecting systems. Two other possible 
uses were also demonstrated. In one 
case the system played the role of stu- 
dent counselor and, acting on pro- 
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gramed information about the student’s 
interests, quizzed him to determine 
basic aptitude for a chosen field. At 
the end of the “interview” the machine 
suggested a course of studies and ac- 
tivities that seemed to best suit the 
student. 

In another example, the system im- 
personated a medical interviewer, ques- 
tioning a patient on a standard series 
of facts about his 
family’s medical 
history. (Sample 
question: Have 
you, or any blood 
relatives, ever 
been afflicted by 
varicose veins? 
The patient could 
answer ‘“‘Yes,”’ 
“No,” “I don’t 
Eaow., 0. “I 
don’t know what 
varicose veins 
are.” (In the last 
case he gets a 
photographic 
slide that shows 
him what vari- 
cose veins are 
and the question 
is asked again.) 
The information 
gained from the 
interview would 
be immediately 
available to doc- | 
tors for making 
diagnosis, and for | 
permanent reten- | 
tion as a complete | 
file on the pa- | 
tient. | 

While such a 





machine has certain human qualities, its 
instruction or information - collecting 
abilities are only as good as the stored 
programs of the teacher or counselor. 
The ideal electronic tutor will not re- 
place the teacher but extend his capa- 
bilities, leaving him free from routine 
and giving him time for creativeness 
in keeping with his training. For More 
Information Circle No. 101. 


There’s something about a Bentson steel 
desk that adds stature to every office. 
Makes a man feel like an executive, and 
gives him pride that often leads to su- 
perior job performance. 


There are scores of reasons why, includ- 
ing Bentson’s modern styling, finest 
quality construction, and lasting beauty. 
Plus the convenience of an efficient desk 
with smooth, quiet drawer operation 
and built-in comfort. 


No wonder Bentson has such broad ap- 
peal — for the youngest' exec or the 
board chairman. Quality furniture is a 
good investment. See your Bentson 
dealer or write for catalog today. 


BENTSON MFG. CO. 
650 Highland Avenue, Aurora, Ill. 


For More Information Circle No. 265 
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PHOTOCOPIER 


Photostat Corp., Rochester 3, N. Y., an- 
nounces the Photostat 10.14 Photocopier 
which produces as many as ten copies per 
minute for as little as three cents per copy, 
depending on size and reduction. The unit 
provides high-quality enlarged or reduced- 
size photocopies from every type or color 


of subject up to 20” x 28”. Dry copies 
may be made on any of a dozen different 
types of photocopy paper, and may vary 
in size from 6” x 8” up to 10” x 14”. In 
appearance, the Photostat 10.14 has been 
designed to fit in with the most modern 
office surroundings. The single unit com- 
bines facilities for performing a large 
number of different reproduction opera- 
tions. The 10.14 will make excellent 
copies from either microfilm (in rolls or 
aperture cards) or from conventional 
paper originals. It supplies the space- and 
cost-saving advantages of photographic re- 
duction. It produces excellent intermedi- 
ates for use with diazo equipment, makes 
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prints on glossy stock from halftone or 
continuous tone negatives, executes me- 
chanicals for advertising or graphic arts 
use. One application in records adminis- 
tration is the combining of a number of 
related documents, in reduced size, on a 
single copy. The various operations of the 
10.14 are electrically governed by a 
Master-Mind control unit, the entire copy- 
ing operation being activated by pressing 
an exposure button. For More Information 
Circle No. 129. 


OFFSET DUPLICATOR 


Addressograph-Multigraph Corp., Cleve- 
land 17, Ohio, announces the Multilith 
Offset Model 2550 in which every step 
of the duplicating cycle is automatically 
programed by a simple electrical control 
unit in the base of the machine. The op- 
erator inserts a master, shifts a single lever 
and the machine takes over to position 


the master, coordinate flow of ink moisten- 
ing solution and begin feeding paper stock. 
When pre-determined number of copies 
are run, paper feeding stops, blanket is 
automatically cleaned and machine pre- 
pared for next cycle. One person can 
easily serve two machines. Whenever he 
chooses to do so, step-by-step control can 
be returned to operator’s fingertips at the 
flick of a switch. For More Information 
Circle No. 122. 
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STENCIL DUPLICATOR 


Rex-Rotary Distributing Corp., 387 Park 
Ave. S., New York 16, N. Y., announces 
the Rex-Rotary D 490, designed by Count 
Sigvard Bernadotte, internationally known 
designer. Concealed lights illuminate the 
receiving tray, paper-feed tray, inking 
compartment, height adjustment scale and 
stop-counter. This new lighting enables 
the operator to keep everything under con- 
trol, even under unsatisfactory general 
lighting conditions. An _ interleaver/col- 
lator combination automatically collates 


the sheet being imprinted with another 
sheet previously printed. Slipsheeting is 
simplified with this device and scrap paper 
can be used for interleaving. Machine is 
finished in attractive two-tone color com- 
bination. Double panelled feeding and re- 
ceiving trays flip open and shut tight by 
fingertip action. Piano-key switch panel 
controls all operations and the one-glance 
ink indicator points to an easy-to-follow 
diagram showing direction for sectional 
inking to oncoming paper. The paper- 
breakers on the feed-tray enable use of 
lightweight and airmail papers. Feed-tray, 
calibrated for sizes up to 9” width, is 
adjustable to sizes from 9”x15” down to 
index cards 3”x4”. Collapsible guides on 
receiving tray fold both inward and out- 
ward for easy removal of sheets and 
are adjustable for neat stacking of all 
sizes. Illuminated height-indicator meas- 
ures exact vertical adjustment of printing. 
Adjustable clamp enables correction of 
slanted copy to horizontal position. Syn- 
chronized precision registration guarantees 
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perfect alignment of colors or additions 
to printed copy with 100% borderline ac- 
curacy. Twin-cylinder printing-press design 
provides two rotating and oscillating ink 
rollers to distribute ink evenly as on a 
printing press. Permanent silk-screen car- 
rier never clogs or hardens, so machine 
functions perfectly, even if unused for 
years. Automatic line-graded inking sys- 
tem is easily exchangeable for printing 
different colors, and sealed ink cartridge 
eliminates messy contact with ink. Print- 
er’s-style paste ink never leaks, clogs or 
dries on machine and duplicating is of 
professional quality. A warning bell calls 
the operator when ink cartridge has to 
be replaced and automatic counter stops 
machine entirely when work is completed. 
More than a full ream of 20 Ib. paper 
can be placed on self-elevating tray. For 
More Information Circle No. 128. 


PHOTOCOPIER 
Copy-Craft, Inc., 105 Chambers St., 
New York 7, N. Y., introduces the Copy- 
Craft C-11 photocopier, a compact com- 
bination machine that can be used any- 


where. It takes up only 20” x 11%” of 
desk space and is 5” high. Its ultramodern 
lines will fit in with the latest decor. The 


C-11 will copy anything quickly and 
easily from any type of original—one or 
two-sided—regardless of color or print; 
from carbons, blueprints, or from another 
copy. It makes up to five copies from one 
exposure, produces sharp, clear, black-on- 
white copies which show every detail, are 
unaffected by heat or light and usable for 
legal records. Copies are consistently good 
even from difficult originals. Rugged in 
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construction, this quality machine is sturd- 
ily built to give dependable uninterrupted 
service. All parts are easily removable for 
cleaning, and constructed of heavy gauge 
plastic to prevent rust, corrosion or need 
for replacement. Controls are on front 
panel for visibility and ease of operation. 
The C-11 accommodates copies up to 11” 
wide by any length. For More Informa- 
tion Circle No. 141. 


MICROFILM CAMERA 


Remington Rand Systems Div., Sperry 
Rand Corp., 122 East 42nd St., New York 
17, N. Y., announces the Film-A-Record 
Abstracter 1100 35mm planetary camera 
made for Remington Rand by Photo De- 
vices, Inc., Rochester, N. Y. Camera can 
shoot both sides of any document and 
record them side by side on the same 
frame of film. This prevents errors in 


identifying the front and back of the same 
document since they appear in the same 
frame. The Abstracter 1100 offers a 
choice of two reductions: 16 to one and 
20 to one with full-frame or half-frame 
pull-down with each. Camera positions 
both images exactly for automatic duplex 
electrostatic printing. Full control features 
include: double exposure switch to permit 
filming both front and reverse sides of any 
document on a single frame or simultane- 
ously filming two pages of open bound ma- 
terial on a single frame; Color-Stat meter 
for uniform exposure; audible warning to 
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signal empty film supply spool, takeup 
failure or breakage; foot control switch; 
and detachable camera head. Camera ac- 
cepts a 100-ft. roll of non-perforated 
35mm film and has a detachable magazine 
and cut-off knife. This permits removal 
of short strips of film or partial rolls with- 
out covering either exposed or unexposed 
film to protect it against fogging, since 
both detachable take-up magazine and 
leading magazine are lightproof. Expos- 
ures can be made of approximately 30 
full-size documents (60 pages) per minute. 
A full 20” x 24” copy area can be filmed 
with one exposure. The film image pro- 
duced is perfectly sized for filing in pro- 
tective Remington Rand Kard-A-Film 
jackets. For More Information Circle No. 
124. 


COPYING PAPER 


Old Town Corp., 750 Pacific St., Brook- 
lyn 38, N. Y., announces low-cost Copy- 
maker paper for use on Thermo-Fax copy- 
ing machines. The paper is ready for 
immediate shipment to dealers all over the 


country. Old Town Corp. claims it pro- 
duces clear, heavyweight copies in a black 
or brown image, with less curl and less 
crease. Sheet is nontransparent. Copy- 
maker will accept more handling, endure 
prolonged exposure to heat and has longer 
file life. For More Information Circle 
No. 169. 
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TAB CARD FILE 


Shaw-Walker, Muskegon, Mich., offers 
a new 22-tray Tabulating Card File, said 
to provide greater capacity and incorpo- 
rate more user benefits than many cradle- 
suspension files. The great capacity of 
90,150 cards stems from use of newly de- 
signed trays which hold 11% more cards. 
This saves time and steps. Interlocking de- 
sign permits faster, safer, more convenient 
tray-stacking. Heavy-duty interlocking de- 
vice insures maximum stability; eliminates 
wobbly, teetering stacks. For faster, easier 
removal of cards, trays have four finger 


~ 
om 
ee 
= 
* 
- 
- 


slots centered in bottom. Prevents bind- 
ing or jamming when removing cards, even 
from fully loaded tray. Trays operate on 
heavy-duty, roller cradles, can be fully ex- 
tended for reference at cabinet or easily 
removed and carried. Trays are easily re- 
turned to any opening with cradle in any 
position. Wedge-Lock follower provides 
positive, even compression to preserve flat- 
ness of cards, assuring trouble-free ma- 
chine performance. Follower moves easily 
and locks automatically when released. All 
trays are easily accessible because cabinet 
is only 52” high, the same as Shaw- 
Walker’s standard four-drawer files. At- 
tractive dipped, baked enamel finish in 
choice of five colors. For More Informa- 
tion Circle No. 125. 
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PAGING SYSTEM 


Autocall Co., Shelby 3, Ohio, announces 
its Series 800 Central Sending Station in 
an attractive walnut case with brushed 
aluminum face panel containing code call 
numbers and other detail in etched black. 
The 800 Series Centrals come in capacities 
of 15, 30 and 45 coded calls, designated 
as Models 815, 830 and 845. A system 
can be set to automatically signal work 
start and dismissal through an entire plant. 


Also, with a selective coding feature, the 
person being paged can be given any one 
of four basic messages in code along with 
his regular code call. Another feature is 
Autocall’s watchman’s call which permits 
an employee to summon the night watch- 
man to the main entrance regardless of 
where he might be on the premises. This 
allows a check on anyone entering the 
building after hours. Coded paging, with 
all calls confidential, is less distracting. In- 
stallation and maintenance costs are said 
to be a fraction of other types of systems. 
For a limited time, companies with old 
style Centrals can take advantage of an at- 
tractive trade-in allowance when they pur- 
chase a new unit. For More Information 
Circle No. 131. 


TELETYPE OFFSET MASTERS 


Addressograph-Multigraph Corp., Cleve- 
land 17, Ohio, has developed a Three-Ply 
Teletype roll composed of a top ply of 
Direct Image Series 2000 offset master 
material, a middle ply of black non-bleed 
carbon and a bottom ply of white bond 





paper. This produces a working or record 
copy on paper at point of receipt, simul- 
taneously with imaging of offset master. 
Roll is 8%” wide by 167 ft. long, wound 
to approximately 5” outside diameter, and 
fits all Teletype printers. Rolls of 1000 
to 4000 ft. are $40.75 per thousand feet. 
Price drops to $28.75 a thousand feet on 
orders for a million feet or more. For 
More Information Circle No. 123. 


SPIRIT DUPLICATOR MASTER 


A. B. Dick Co., 5700 W. Touhy Ave., 
Chicago 48, Ill., announces the patented 
A. B. Dick fluid duplicating master which 
can be imaged by conventional heat-trans- 
fer office copying equipment in four sec- 
onds. Any number of masters can be 
imaged from each suitable printed, typed, 
written or drawn original, and up to 50 
copies can be produced from each master 
in no more than 30 seconds with a fluid 


duplicator, including the A. B. Dick Azo- 
graph. Among potential applications are 
engineering paperwork, tabulator and 
automated data processing output mate- 
rial, teletypewriter messages, accounting 
reports, export manifests and source docu- 
ments for air mailing. The method also 
can be employed to reduce the number of 
parts of a snapout set and/or obtaining 
additional needed copies. According to 
the manufacturer, capital investment re- 
quired for equipment to utilize the new 
technique will be minimal. Training costs 
are said to be negligible because of the 
simplicity of both the patented master 
imaging ifiethod and the fluid duplicator 
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with which any employee can produce 
copies with paper, fluid and imaged master 
as the only supplies required. For More 
Information Circle No, 119. 


MICROFILM READER-PRINTER 


Societe Polyclair, 52 rue de Ponthieu, 
Paris 8, France, announces the Filmarcor 
microfilm reader-printer which automati- 
cally produces letter-size copies, on cut 
sheets, from 16 or 35mm microfilm in 20 
seconds. Copies are of outstanding quality 
and anyone can use the desk-top machine 
under any lighting conditions to produce 


60-70 prints an hour. Machine loads a roll 
of paper which produces 500 letter-size 
prints. Film is positioned electrically and 
framed on the reader screen, then a button 
is pushed to automatically produce the en- 
larged print. The Filmarcor can be 
equipped with either a 16mm or 35mm 
turret, or both. Entire unit measures ap- 
proximately 32%” long, 2144” wide and 
18%" high; weighs 27 Ibs. Turret for 
35mm film is 9%” high; for 16mm film, 
8”. For More Information Circle No. 188. 


DISTANCE MEASURING WHEEL 


Rolatape, 1741 14th St., Santa Monica, 
Calif., makes the Rolatape measuring 
wheel, an instrument 742” in diameter 
which measures and records as it is rolled 
over the distance to be measured. Model 
200 is used for office layout, lease work 
and appraising; to check room sizes, meas- 
uring floor areas and general measuring. It 
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measures wall to wall, around curves and 
contours easily and accurately. Rolatape’s 
one-hand operation permits one man to do 
the work of two in less time. The operator 
extends handle, sets counter at zero and 
starts rolling. Total | %)?iii tga 
distance covered is 

recorded in feet and 

inches by the built-in 

totalizer. Bell tone in- 

dicates 100 ft. mark, 

at which point total- 

izer repeats. Rolatape 

is of all-metal con- 

struction with a 34” 

collapsible handle. 

Tire is precision 

ground and calibrated 

to hold accuracy after 

miles of use. Model 

200 weighs 2% Ibs., 

comes with leather 

carrying case. For 

More Information Cir- 

cle No. 148. 


TELEPHONE AMPLIFIER 


National Marine Corp., 1819 Miami St., 
South Bend, Ind., has made hands free 
telephoning available to everyone with the 
low-cost American telephone amplifier, 
Phonex, a fully transistorized, portable, 
precision electronic instrument that needs 


no installation and allows anyone or a 
group to use the phone while taking notes, 
looking up prices, consulting literature, etc. 
Available in black or ivory, it comes com- 
plete with transistor battery for only 
$34.95. For More Information Circle No. 
126. 
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PHOTOCOPIER 


Triangle Business Machines, Inc., 1808 
S. Main St., Los Angeles 15, Calif., an- 
nounces a photocopy machine which will 
reproduce anything printed, regardless of 
color, in 20 seconds. It copies on white, 
bond-like paper at the rate of three sheets 
a minute, and will accommodate paper up 
to 12” wide by any length. The keyboard 


cabinet design combines utility and com- 
patibility with any decor. The all steel 
cabinet is crackle finished in desert sand. 
Machine is designed for desktop use in two 
sizes: Triangle 9 for sheets up to 9” wide, 
and Triangle 12 for sheets up to 12” wide. 
Retail price of Triangle 9 is $99.50; Tri- 
angle 12, $149.50. For More Information 
Circle No. 145. 


FLUORESCENT FIXTURE 


Litecraft Mfg. Corp., 100 Dayton Ave., 
Passaic, N. J., makes the Series S16 fluo- 
rescent surface lighting fixtures that are 
completely enclosed, yet less than 312” 
deep. Units have a wrap-around prismatic 


diffuser extruded from clear polystyrene. 
Glare-free light is controlled and directed 
in useful visual zones for efficiency and 
eye-comfort. End plates are gold-anodized 





CATALOG of A-M 
small parts storage 


cabinets 


The perfect cabinets for 

storing small OFFICE SUPPLIES 
This new catalog illustrates the effi- 
cient and scientific storage of small 
items. This proven system CUTS 
COSTS by saving time and space. 


Clear plastic 
drawers offer 
visual invento 
control. 


175 stock mod- 
els with from 6 
to 128 drawers, 
or we can con- 
struct to your 
specific needs. 





WRITE FOR 
FREE CATALOG 
TODAY! 


AKRO-MILS CABINETS 
Box 989-W @® Akron 9, Ohio 


For More Information Circle No. 365 
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aluminum or enameled steel. Two and 
four-light units are suitable for individual 
mounting or continuous runs. Housings 
are constructed of cold-rolled steel, die- 
formed in 4 ft. and 8 ft. lengths. Units are 
bonderized after fabrication for maximum 
corrosion resistance and paint adhesion. 
Steel parts are sprayed with high reflec- 
tance enamel and baked at 375°F for 
permanence and durability of finish. 
Knock-outs allow continuous wiring of 
end-to-end mounted fixtures. High power 
factor, rapid start, ballasts are provided. 
For More Information Circle No. 135. 


MICROFILM READER-PRINTER 


Photostat Corp., 1001 Jefferson Road, 
Rochester 3, N. Y., announces an office- 
style reader-printer to provide reference 
copies from microfilmed records. The unit 
requires no darkroom, automatically pro- 
duces black-on-white photocopies from 
microfilm at the touch of a button. Called 


the Photostat Documat Reader-Printer, it 
provides neatly trimmed 8%” x 11” prints 
from rolls of silver-sensitized paper. Less 
than a minute is required for each print. 


| Copies are produced during the viewing 


process, the operator examining filmed 
images on an 11” x 11” screen and select- 
ing those desired. Although designed for 
16mm film, the unit is equally satisfactory 
for many 35mm applications. Interchange- 
able lenses are available for various mag- 
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ONLY...1He 


BOHN CONTEX 


CALCULATOR 
ADDS, SUBTRACTS, 
MULTIPLIES AND 


FOR. S120 | 


% PLUS F.E.T. 


If you pay high salaries to pencil-and-paper mathematicians for wrong 
answers...if you think $500 calculating machines are too expensive... 
then you should learn the facts about the only first-quality calculator 
that does all the work of the much more expensive machines fast and 
accurately for about one-fourth the cost. Send in this coupon today. 


Bohn Duplicator Company, 444 Park Avenue South, Dept. N-2, New York 16, New York 


(1) Please arrange a demonstration of the Bohn Contex in our office 
without obligation. 


C] Please send further information on the Bohn Contex. 


NAME 





COMPANY. 





ADDRESS. 











For More Information Circle No. 205 
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At last-a ballpoint especially 
designed for office use! 





ONLY EVERSHARP 
GIVES You ALL 
_ THESE FEATURES! 


SAMPLES! 


WRITE on YOUR LETTERHEAD TO: 
| EVERSHARP man co., DEPT. A 


For the best writing ever .. . it’s 


For More Information Circle No. 223 
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nifications. Turret projection head rotates 
360° to facilitate proper positioning of 
image. Adjustable projection lighting per- 
mits varying illumination to compensate 
for differences in film density. Unitized 
film adapter aids positioning of film in 
jackets or aperture cards. A lens rack 
within the reader provides safe storage of 
extra lenses, cleaning brush and unitized 
film adapter. For More Information Circle 
No. 115. 


TAPE UNWINDERS 


Dresser Products, Inc., Box 2035, Provi- 
dence 5, R. L., offers center feed unwind- 
ers which make it possible to plan con- 
secutive use of punched data tapes with- 
out having to rewind. Newest in the Tape- 


File line of data processing accessories, 
the unwinders are available in 6”, 9” and 
12” diameters, and are suitable for use on 
all transmitting equipment and tape-to-card 
units. For More Information Circle No. 
174. 


OFFSET DAMPENER COVERS 


Direct Image Corp., 3311 W. Beverly 
Blvd., Montebello, Calif., announces im- 
ported Neorex, Loopile and Velmol tubu- 
lar dampener roll covers made of uniform 
cloth thickness and completely seamless, 
allowing lightest contact with printing plate, 
and chemically treated for uniform water 
absorption and retention, making it diffi- 
cult for ink to cling and easy for it to be 
washed off. There is no twisting nor cut- 
ting of sewn threads during operation. 
Lighter contact means no damage to plate 
and longer cover life. Results of printing 
plant tests are said to show that these cov- 
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STORE-’EM 


PRONTO 


Free your expensive files by transferring your 
old records into low cost Prontos and use your 
expensive steel cabinets over and over again. 


20 DIFFERENT SIZES 
a size for every office record 


SIZE “Size 


Find out why top companies everywhere use 
PRONTO STORAGE CABINETS for their old rec- 
ords. Fill in the coupon below and attach it to 
your letterhead . . . We will arrange a Pronto 
Demonstration at your convenience. 


—---------------} 


| PRONTO FILE CORPORATION 
| 415 Madison Avenue, New York 17, N. Y. 


| () Please send me your latest Pronto catalog. 


(CD Have your representative call for demonstration. 
| Name 
| Address 








| City Zone State 





i 
AHR ASBARREERS Ms’ BRR EH HE Ow 
For More Information Circle No. 259 
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ers last an average of ten days longer than 
untreated covers. Fifteen sizes are avail- 
able for rollers with diameters from 1” 
to 4%”. Neorex is a soft napped thick 
cover for use where thick cloth is required, 
and for dry localities or dry seasons. 
Loopile is made with cotton loops on its 
surface to retain water. Superior durabil- 
ity makes this an economical cover. Vel- 
mol has a supple velvet surface with extra 
water absorbing and retaining properties 
suited to halftone and high quality print- 
ing since contact with plate can be ex- 
tremely light. For More Information 
Circle No. 137. 


PAPER TRIMMER 


Photo Materials Co., 2100 W. Fulton 
St., Chicago 12, Ill., announces that a ten- 
sion spring keeps the tool steel hardened 
blade of its Premier Trimmers in an up- 
right position unless it is brought down 
deliberately by the operator. Another 
safety feature is the Slide Gide which the 
user is able to set accurately to the ma- 
chined markings for cutting quickly and 





Acoustinets Guarantee to 


accurately without contact near the blade. 
An additional safety feature is the Premier 
Safety Guard, a low-cost optional acces- 
sory to permit fast and easy cutting and 


still keep hands away from the cutting 
edges. Accuracy in cutting is also aided by 
the continuously sharp bed plate as it is 
sharpened by the blade itself. Another 


THE 
SIGNIFICANCE OF 
> SOUND 


(i CONTROL 


REDUCE FLEXOWRITER NOISE 50% 


Consider the situation in which a machine operator and surrounding personnel complain of machine 
noise which is disturbing and results in less efficiency. Situations of this sort are inexcusable, yet 
they occur because designers acoustically treat entire rooms, but forget office machines. 

Gates Acoustimet is concerned with providing ‘engineered enclosures’’ that stop machine noise 
at its source. Shown above is table model SW for Flexowriters on Shaw-Walker desk. Opening 
for continuous forms and interior lighting is provided. 

No matter what your machine requirement may be, Gates Acoustinet can provide an enclosure. 
Write today, give machine models, measurements, etc. 


ACOUSTINET, INC. 


P.0. BOX 2391-02 


BUFFALO 23, NEW YORK 
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Business record problems too q 


CUT THEM DOWN TO 
SIZE WITH 
REMINGTON RAND 
MICROFILM 


te si at 


to handle? | 


EEN 


Remington Rand Microfilm cameras and equipment give fast, 
efficient solution to record storage, protection and copying! 


Prove to yourself how Remington Rand micro-filming can solve 
space, storage and copying problems as well as help you devise new 
office techniques and systems. Even more important, Remington 
Rand microfilm experts are always available to you to diagnose rec- 
ord problems—help you train personnel in modern microfilm tech- 
niques. Learn all the advantages of Remington Rand Cameras—the 
best of the portables and stationaries—and all the supplementary 
equipment and services that go with them . . . see what they can do 
for your particular business operation. Get all the information on 
the complete microfilm line—Remington Rand! Use the attached 
coupon now—no obligation, of course. 


Remington. Fland Systems 


DIVISION OF SPERRY RAND CORPORATION 
122 East 42 Street, New York 17, N. Y. 


For More 
information 
Circle No. 425 


Remington Rand Systems 
122 East 42nd Street 
New York 17, N.Y. 


| wish more information on Remington 
Rand Microfilm Equipment and its 
application to my business. 

Name___ 


Title 








Company. 





Address_ 
City 


Zone 








State 
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FOR BETTER COLOR REPRODUCTION 
WITH DUPLICATING MACHINES 


ees 


MERCURY-LITH ROLLERS AND BLANKETS 
for Multilith printing machines 


MERCURY-GRAPH ROLLERS 
—- 
To get multicolor results that will make you proud 
as a peacock, use Mercury rollers and blankets. They 
are built to the same high standards as the rollers 
and blankets made for the world’s largest multicolor 


presses. No other accessories provide such truly pro- 
fessional quality results. 


RAPID ROLLER COMPANY 


MAIN GFFICE AND FACTORY: FEDERAL AT 26TH STREET ¢ CHICAGO 16, ILLINOIS 
EASTERN SALES OFFICE AND WAREHOUSE: 218-224 ELIZABETH AVENUE « NEWARK 8, N. J. 


For More Information Circle No. 201 
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safety feature on all Premier Trimming 
Boards is the metal hold-down which locks 
the blade in the down position, and pre- 
vents it from opening up. For More In- 
formation Circle No. 151. 


MACHINE CART 


Grand Specialties Co., 3101 W. Grand 
Ave., Chicago 22, Ill., offers the Erect-A- 
Lift, a portable lift cart which can be dis- 





NOW READY FOR MANAGEMENT 


32 PAGES OF 
ANSWERS 


to High Clerical Costs 


Here is the story of the new 
Wassell Work Organizer princi- -. 
ple of filing — full of ideas and 
examples of how major firms 
are using Wassell filing systems 
to save time and dollars. 


io , ; “In manufacturing industries, the 
There are twice as many office rate of growth of non-production 
workers today as in 1940;- 100,000 workers since 1947 has been about 
more than a year ago.” 15 times that of production workers.” 


—National Machine Accountants —Office Equipment Manufacturers 
Association, January 1960 Institute, September 1959 


WASSELL ORGANIZATION, INC.i 
DEPT. 0-2 + WESTPORT. CONN. * CAPITAL 7-4111 * EST, 1935 | 
Please send me “Work Organizers for the Sixties’ ! 
NAME | 
COMPANY : 
| 

| 








ADDRESS 

CITY ZONE STATE 

Exclusive Wassell franchises are available. Please write for an interview. 
For More Information Circle No. 29% 
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...and automation 
takes over your paperwork 
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A flip of the starting lever—and from then on, 
your systems paperwork production is 
automated. A. B. Dick automated offset 
equipment produces needed copies at 
remarkable speed ... . steps-up paperwork flow 
throughout your organization. 

Because most manual operating steps have 
been eliminated, your costs are greatly reduced. 
The entire duplicating cycle is programmed 
beforehand, making it possible for one 
automated systems duplicator to out-produce 
two or more conventional machines. And all this 
with offset quality, unequalled by any 
other process. 

Ask your A. B. Dick products distributor 
to arrange an eye-opening demonstration. 

Or clip the coupon for descriptive literature 
and work samples. 


fay A-B-DICK 


OFFSET PRODUCTS 


A.B. DICK COMPANY 
5700 West Touhy Avenue, Dept. 0-21 
Chicago 48, Illinois 


I'd like the whole story on automated offset secon: 
Please send literature and work samples. 


Name 
Title 
Firm 
Address 
City. 

















For More Information Circle No. 345 
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LNowlA low-cost way to 





automate job costing - 


Keysort Data Processing 


For strict job costing controls at every stage 
of operation — for on-time reports in such 
areas as inventory, order and sales analysis, 
labor costing—Keysort is the data process- 
ing system to use. The reasons are many. 
No restrictive procedures; minimum train- 
ing; remarkable economy; simplicity of in- 
stallation and operation. 

Flexibility and economy 
Keysort, in fact, is the only automated 
data processing system flexible enough to 
fit your business as it stands and as it grows. 
It is the one system adaptable and afforda- 


ble to companies of every size. 

With Keysort you use punched cards — 
mechanically created for fast, easy sorting. 
Figures are automatically tabulated and 
results summarized direct to reports with- 
out transcribing. 


Documented case histories 
Call your nearby Royal McBee Data Proc- 
essing Systems Representative or write us 
at Port Chester, New York—indicating the 
applications in which you are interested 
—and we will be happy to supply you with 
actual case histories from our files. 


ROYAL MCBEE corporation 


NEW CONCEPTS IN PRACTICAL OFFICE AUTOMATION 
For More Information Circle No. 357 
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assembled and assembled again in less 
than two minutes for holding and trans- 
porting office machines, airconditioners, 
appliances and other loads up to 400 Ibs. 
Servicemen and installers can conveniently 
carry their own lifting machine in car 
trunk, back seat, small truck, or station 
wagon, assemble it on the job when needed 
and disassemble it again for compact stor- 
age or transporting. The Erect-A-Lift has 
an efficient screw-type lift system requiring 
only 11 lbs. hand pressure to raise the load 
forks. It can quickly lift load from floor 
(or out of crate) to 31” height. Assembled 
unit will fit through all standard doors and 
into all elevators. Other models with dif- 
ferent load capaciites are also available. 
For More Information Circle No. 132. 


Acco Products, Ogdensburg, N. Y., of- 
fers a wide color selection for color coding 
as well as appearance in a quality press- 
board ring binder. Nine colors are: tur- 
quoise, royal blue, palm green, yellow, 





Acpress-R 





Model 
600 


THE 


tangerine, executive red, dark green, red 
and black. The Acco-ring binder has firm, 
flexible, genuine pressboard covers that 
stand up under long use; sturdy ring 
mechanism with boosters at both ends, 
and is light in weight. The binder is panel- 


embossed to facilitate neat labeling on 
front, back or spine. It can be ordered 
with die-cut panel and acetate window, 
or imprinted or embossed with company 
name or emblem. Retails for 80c. For 
More Information Circle No. 172. 





SPEEDIEST MANUALLY OPERATED 
ADDRESSING MACHINE IN THE WORLD 


Automatic plate change with choice of consecutive. repeat or skip 
action, 150 plate capacity, semi-automatic loading magazines. Prints 
thru a ribbon that reverses automatically. FEATHER TOUCH stamping 


arm relieves fatigue—speeds output, 


Uses Speedaumat plates. 


NETTLE MANUFACTURING CO. ” 


7 Huntington Ave. 
Boston 16, Mass. 


For More Information Circle No. 344 
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ADDING MACHINE 


Alma Office Machine Corp., 349 Broad- 
way, New York 13, N. Y., announces the 
Everest Plurima Elettrica ten-key electric 


adding machine with automatic credit bal- 
ance. Capacity is add 8, total 9 (also 
available in 10-11). It features direct mul- 
tiplication from one motorized key; prints 





black and red. Machine is portable, weighs 
only 15% lIbs., and is compact, the size of 
a letterhead. Backed by a ten-year parts 
guarantee. Retail price is $189.50 plus ex- 
cise tax. For More Information Circle No. 
147. 


TAPE LABELING TAPE 


PRS System, Inc., 12 Manor House 
Drive, Dobbs Ferry, N. Y., announces a 
marking tape, which is self-adhesive and 











Use your AUTOJOGGER 
fiat, tilted or upright 





PROVED—a “best buy" for jogging bond, board, carbon, plastic, tissue .. . 


AUTOJOGGER 


Handles reams or collated sets ... 
at low initial cost—with no upkeep ioawanieed for 5 
years against defective parts and workmanship). 
at your dealer's or ask us for information, (Mr. 
If you're not yet handling Autojogger, please write us.) 


GRISWOLD DUPLICATING PRODUCTS, 


2808 W. Temple St., Los Angeles 26, Calif. 


the UNIVERSAL 


quietly, smoothly, 


See it 
Dealer : 


INC. 
National Distributors 








For More Information Circle No. 296 





CASH EGISTER 


ltiz 
fi 
an 7 


resets 


aol CORPORATION 


207 E. Evergreen Ave., Mt. Prospect, Ill 
For More Information Circle No. 297 
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STATIKIL* 


GUARANTEED TO 


STOP 


w\ STATIC 


ELECTRICITY = 
$3 PER CAN $30 PER DOZ. 


pe 
Cia STATIKIL 


STATINIL | 1220 W. 6th ST 


For More Information Circle No. 298 
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INC. 


- CLEVELAND 13, OHIO 


= ABSOLUTELY! 


The Fastest and Easiest Way to 


DESTROY 


CONFIDENTIAL 
PAPERS 





The only sure way to keep confidential papers Absolutely Secret! \ UNREADABLE 
SHREDS 


You positively destroy confidential papers and records—quickly Ajme COME OUT HERE 
and easily—right in your own office with the new Shredmaster ; 

Bantam 10. 

Anyone can do it. Handsome and modern design, the Bantam 10 

fits your office decor. It’s clean and quiet in operation. 

Now at a new low price. (Other models of greater capacity avail- 


able.) 
FREE: Illustrated descriptive folder giving details of free 
trial. Just write today to: 


THE SHREDMASTER corporation 


Dept. A-2, 384 Woodcleft Avenue, Freeport, New York 


For More Information Circle No. 397 
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Your company is judged 
by the office you keep... 


For More Information Circle No. 391 








(MEW YORK CITY © CHICAGO + PHILADELPHIA + LOS ANGELES 


The fine quality look of a Cole Steel office— 

the careful attention to personal comfort— 

the skillfully crafted construction —all 
combined create an office of quiet good taste and 
matchless efficiency. This is why so many of 
America’s blue chip companies select Cole Steel 
when furnishing their offices. See for 

yourself why Cole Steel furniture is 

so far ahead in the office equipment field. 

Send for our Free color catalog today. 

Cole Steel Equipment Co., Inc., 

Dept. 57, 415 Madison Avenue, New York 17, N. Y. 





* SAN FRANCISCO ¢ HOUSTON © ATLANTA * TORONTO, CANADA 





pressure-sensitive, to identify tape recorded 
material. Tape can be written on with any 
ballpen, regular pen or pencil and, because 
it has a light background, can be easily 
spotted, even at very fast forward or re- 
wind speeds. It does away with the 
cumbersome and hard-to-spot grease-pencil 
method. Manufacturer claims that this is 
the quickest and most economical way of 
identifying pre-recorded program material 
on brown magnetic tapes. Because it is 
applied to the glossy (outside) portion of 
the tape, it will pass over the tape-heads 
without disturbing the recorded material 
and without wearing the heads. Price is $1 
for a 600” reel which comes in a self- 
dispenser box. For More Information 
Circle No. 138. 


PAPER CUTTERS 


Michael Lith Sales Corp., 145 West 45th 
St., New York 36, N. Y., announces 1961 
models of Michael-Miracle low-cost power 
paper cutters in small press sizes up to 
17” x 22”. The motor runs only when ac- 
tual cut is made, permitting a possible sav- 


ings of over 75% in electricity and this 
savings, based on average use and figured 
over the life of the machine, may pay for 


the initial cost of the machine. An alu- 
minum front panel contains all the elec- 
trical buttons required to operate and cut- 





Recharge your typing with 
CARTER’S ELECTRIC LINE 2 


Fabric Ribbons Carbons 


“the printed look’’! 


Carbon Paper ee 





° 





10 





It’s custom-designed for hard-hitting 
electric machines! Just the right inkings 
— weights and finishes — fabric, paper, 


film ribbons. Always sparkling results, 
long range economy. At your stationer 


or office equipment dealer. 


CARTERS 


©THE CARTER’S INK COMPANY, 
CAMBRIDGE 42, MASS. 


ADVE ia in 


For More Information Circle No. 351 
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EVER-SAFE Portable 
Insulated LEDGER FILE 


No heavy lifting of filled trays 


FIRE PROTECTION at point of use. 


Special Features: New Keylocking "'T’ handle 
with 2-point locking. Drawer extends 29'/."" clear 
of cabinet on extra heavy duty suspensions. Write 
for complete information and prices. 


EVERSAFE CO. sive? indiana 








For More Information Circle No. 301 


Cio-€-C03 


COPY 
HOLDER & 
LINE SPACER 


Line guide extends to 17' 
Holds notes %," thick 
Single and double spacing 
Gentle-touch space bar 
Anti-noise cushioned 
Steel construction 

KF lat-fold storage 


Companion Cop-e-Ett with manual 


r : 87.95 
Slightly higher in the West 
SOLD AT DEALERS EVERYWHERE 


manufactured by 


line indicato 


DOYLESTOWN, PENNSYLVANIA 


For More Information Circle No. 302 
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ters have an easy knife-changing system. 
Improved design comes in a light gray 
color. Other features include automatic 
return of knife after each cut to increase 
operating production; 30 strokes per min- 
ute; electro-magnet brake system and two- 
handed electric jam-proof button opera- 
tion with two safety lights. Standard 
equipment is one table light, one extra 
blade, three cutting sticks, steel tape, tape 
magnifier and a tool set. Two popular 
sizes are 225%” and 284%”. For More In- 
formation Circle No. 134. 


DRINKING FOUNTAIN 


Sunroc, Div. SR, Glen Riddle, Pa., has 
designed the Model SR-WF drinking foun- 
tain to combine the convenience of a 
watercooler, beauty and endurance of 
stainless steel, and economy of china foun- 
tains. It supplies uncooled water, or drink- 
ing water properly cooled by its self-con- 
tained cooling unit, and can be easily 


Bas é Beis 
refrigerated any time after installation 
without disturbing existing plumbing. Its 
flexible applications permit pricing for 
a volume market, hence the Sunroc SR-WF 
provides a semi-recessed, all stainless steel 
fountain priced comparable to vitreous 
china fountains. A compact cooling unit is 
inserted inside the fountain itself and con- 
nected to plumbing already required for 
unrefrigerated drinking water. This Sunroc 
TT-5 cooling unit is 14” wide, 10” high, 
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When you can’t see the business 
for the paper work 
call Reynolds & Reynolds! 


Reynolds and Reynolds representatives are experts at 
eliminating deadwood paper work, trimming and revitalizing 
existing forms to streamline office procedure, or economi- 
cally designing and coordinating new forms into an efficient, 
integrated system. Hundreds of companies have enlarged 
their business perspective by installing Reynolds & Reynolds 
custom-tailored payroll checks, voucher checks, purchase 
orders, invoices, inventory records, production records, 
letterheads, envelopes, customer statements, machine 
accounting forms, bills of lading, journals and ledgers— 
to mention a few! 


Have a Reynolds & Reynolds representative go over your 
paper work with you! There’s no obligation! 


Write to the Reynolds & Reynolds Company, Dayton 1, Ohio 
for this free booklet “10 Ways To Make Your Business Forms Pay Dividends” 


The Reynolds & Reynolds Company 


DAYTON, OHIO e CELINA, OHIO @e DALLAS. TEXAS @ LOS ANGELES, CALIFORNIA 
BUSINESS FORMS AND SYSTEMS SINCE 1866 
Also manufacturers of Post-Rite Pegboard Accounting Systems 


For More Information Circle No. 204 
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_ 


. .. the strip zipped from a 
pack of ODIN® mimeo, dupli- 
cator or bond finish paper. 
“Zip” and the pack’s a re- 
usable pouch — saving paper, 
space, new wrap. Samples: 
Bergstrom, Neenah, Wis. 





OFFICE PRINTING PAPER 


MIMEO FINISH 


WHITE 
8X11 SUB 20 ONE REAM 


For More Information Circle No. 207 
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67%” deep and has 5-gph capacity or all 
that is normally required for up to 60 
persons. It requires no extra installation 
or plumbing. The Sunroc Model SR-WF 
measures 1844” from top of back to basin, 
and is 17%” wide. Projection is 14” high 
x 17%” wide and only 8%” from the 
wall. Fountain is finished with charcoal 
gray vinyl apron that is also available in 
all stainless steel or a choice of color. 
Standard equipment includes chrome- 
plated bubbler guard with separate push- 
button hand control on front of fountain, 
away from the mouthpiece for maximum 
sanitation. Glass filler is furnished when 
specified. For More Information Circle 
No. 114. 


STRIPPING & REGISTER TABLE 


NuArc Co., 4110 W. Grand Ave., Chi- 
cago 51, Ill., offers the Nu-Arc combina- 
tion light, stripping and register and repeat 
table. Two-way register bar on the mov- 
ing straight edge gives the advantages of 
tables with two moving straight edges. 
Adjustable stops on the two-way bar let 


you line-up vertically, while adjustable 
stops on side bar let you line-up horizon- 
tally. Table is all-metal construction. Top 


tilts from 0 to 15°. Softly diffused fluor- 
escent light gives even illumination over 
entire work area. Work tray attached to 








for 


various 





OPEN She 


Designed to fit a: 


of open filing units Fp 


FILE GUIDES and FOLDERS 


LF filing 


aque 





ot di 
types 


an 














. . available with terminal digit, straight 
numeric, alphabetical or any special index- 
ing. Tell us your requirements — we can 


supply the guides, folders and indexing 


you need, 








Ca 





of many kinds. 





styles of shelving bocks. 


SMEAD MANUFACTURING CO., INC. 


HASTINGS, MINN LOGAN, OHIO 


<> 


Double face metal tobs avoil- 
able in two sizes. Single face 
available in various sizes flat 
or angled. 


Guides are available in different sizes, with 
plain, metal or insertable celluloid tabs 
“Locking hooks"’ of vari- 
ous types con be furnished for different 


THE SMEAD MANUFACTURING CO., INC. 
Hastings, Minnesota 
Please send us your Circular Form 9151 on Open Shelf Filing. 


Nome 





Address 





City 
Ordered by 











For More Information Circle No. 292 
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SYVT7RRON 


Do all your 
paper jogging 
jobs faster, 
easier— 


Increase office efficiency, stop waste. Checks, 
business forms, invoices, mail and many other 
jobs can be quickly aligned for easier handling. 
The electro-magnetic drive unit delivers 3600 
vibrations per minute—enough to align most 
paper stock. Simplicity of design assures long, 
trouble-free operation with low maintenance. 


Easy to operate, rheostat control. Available in 
a variety of sizes and styles—table deck, 
divided deck or bin type. 


For detailed information write to—  ¢;pj, 


For More Information Circle No. 277 





moving straight edge is standard on all 
tables. Machined steel, chromed straight 
edge on front is adjustable for a T-square. 
All moving parts are precision machined 
and aligned at the factory. Moving 
straight edge rides on a heavy-duty rack 
and gear mechanism. Calibrations on 
straight edge and side gauge are white 
numerals etched in a black background. 
The model now available has straight edge 
moving from top to bottom. Available 
soon will be a model with straight edge 
moving from right to left. Model ST-40, 
30” x 40” glass area, $395 complete. For 
More Information Circle No, 116. 


CARD FILES 


Remington Rand Systems Div., Sperry 
Rand Corp., 122 East 42nd St., New York 
17, N. Y., unveils five Kard-Veyer files 
which expand the line to 26 mechanized 
filing units of capacities from 14,000 to 1 
million cards in sizes 8” x 5” through 
2%” x 3”. The five new models are of 


smaller capacities than previously avail- 
able. For tabulating cards, for example, 
the new units have the following filing ca- 
pacities: 333” (vertical end), 444”, 555”, 
666” and 777”. New units feature com- 
pletely transistorized operation and an elec- 
tronic safety device. An electronic eye is 
beamed across the entire width of the unit. 
If the beam is broken, unit stops instantly 
and will not start again until reset button 
is pushed. Average reference time to posi- 
tion a desired tray of cards before the op- 
erator is 2% seconds. All Kard-Veyer 
units have an automatic push-button selec- 
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Records and information on microfilm are found fast—and 
put to use in seconds with a THERMO-FAX “‘Filmac’’ Reader- 
Printer. There’s no waiting for copies, no tedious typing; 
transcription errors are eliminated. 


For filing and finding... 
FILMWORK 


IS EASIER THAN 
PAPERWORK 


Filing and finding facts—the biggest paper- 
work problem in business and industry—is 
being solved today by substituting film- 
work for paper work. 

Filmwork is easier than paperwork. Micro- 
film records are more accessible than 
paper records because in 4% of the space 
you can have 100% of the records. More 
records can be kept close to people that 
need the records. 


Filmwork is faster than paperwork. Micro- 
film can be indexed so that filmed records 
can be located more easily and quickly 
than paper records. 

Filmwork costs less than paperwork. 
Microfilm savings are not only in space. 
Low cost copies from microfilm eliminate 
chargeout systems, resorting, refiling, and 


all the other work that is necessarily re- 
peated over and over again with paper. 


3M makes 


microfilm easy 
to use 


Filmwork became practical for business 
and industry only a few years ago when 3M 
introduced the THERMO-FAX ‘‘Filmac"’ 
Reader-Printer. For the first time a reader 
and a printer were combined in one com- 
pact, low cost unit—and work-size prints 
from microfilm became almost instantly 
available to anyone. There's a ‘‘Filmac 
100” Reader-Printer that has a bright view- 
ing screen, simple pushbutton operation, 
and makes clear copy after copy in 814" 
x 11” size of microfilm in rolls, jackets, and 
FILMSORT Aperture Cards. A ‘‘Filmac 200” 
Reader-Printer delivers prints up to 18” x 
24” in seconds. 

‘‘Filmac’’ Reader-Printers make filmwork 
practical for any size business and indus- 
try. With a THERMO-FAX “‘Filmac”’ Reader- 
Printer you can take more than a look—you 
can take a low cost copy in seconds. 


Get the proof! 


Get the proof 3M makes microfilm so easy 
to use. Find out how you can speed up fil- 
ing and finding facts with 3M Microfilm 
Products. For a free copy of ‘‘How to Put 
Microfilm to Work"’, mail coupon. 


Please rush me (J information on how 3M 
makes microfilm so easy to use, free copy 
of ‘‘How to Put Microfilm to Work.”’ 
Name___ 
Company_____ 
Address__ 
ERE So 


ee 


se SS, SI 


3M 


BRAND 


MICROFILM 


PRODUCTS 
MMiimeesora Atmine ano [fanuracrunine "E> 


+» «WHERE RESEARCH 15 THE KEY TO TOMORROW 


= PAUL 6, MINN. DEPT. steal | 


For More Information Circle No. 376 
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Now you can house both burst and 
unburst forms — simply, efficiently, 
at low cost— with 


M'BEE 
MARGIN MASTER “TWINS” 


No bursting, hole-punching or stripping required for 
unburst forms — four posts prevent tearing. No extra 
punching at all for burst forms — simple transfer bar 
speeds record removal and filing. Unobstructed visibility 
right to the inner edge of forms. All hardware is con- 
tained within the covers for neat, convenient shelf filing 
of your record “library”. No protruding posts can mar 
your office furniture. Flat back allows large, easy-to-read 
label holder for quick shelf reference. M°Bee Margin 
Master “Twins” are the complete answer to housing all 
your marginally-punched forms. 

MCBee binders are unconditionally guaranteed for 
one year. Stock sizes in a great variety of binder styles 
are maintained for immediate delivery. Call your Royal 
MCBee Data Processing Representative, or mail the cou- 
pon for complete information. 


ROYAL MCBEE corporation 


NEW CONCEPTS IN PRACTICAL OFFICE AUTOMATION 


Royal MCBee Corporation 
Data Processing Division, Port Chester, N. Y. 


Please send me complete information on the 
MCBEE MARGIN MASTER “TWINS.” 


NAME. 





COMPANY 





STREET 








ee ee 


For More Information Circle No. 214 
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tor panel with a spacious posting shelf and 
working surface. A roll-top steel hood, 
counterbalanced for easy operation, pro- 
tects records when unit is not in use. For 
More Information Circle No. 121. 


SPIRIT DUPLICATOR 


Master Addresser Co., 6500 W. Lake 
St., Minneapolis 26, Minn., announces a 
portable spirit duplicator with a carrying 


case so that it can be carried about like 
a portable typewriter. Case also serves as 
storage for printed and unprinted copy 
paper. Printing is accomplished by the 


same process employed in larger, more 
expensive spirit duplicators. As the ma- 
chine is operated, impression paper is 
moistened by rollers with spirit duplicat- 
ing fluid to pick up carbon from the 
master which can be prepared by typing 
or writing with a ballpen. Operation is 
simple. Duplicator is available in two 
sizes: No. 150 letter-size at $42.50 and 
No. 151 legal-size at $49.50. For More 
Information Circle No. 112. 


CLASP ENVELOPES 


American Envelope Co., subsidiary of 
Kimberly-Clark Corp., West Carrollton, 
Ohio, makes Karolton Natural Klasp as a 
companion to its line of Karolton Klasp 
envelopes. The new envelopes are made 
with lighter natural shade of semibleached 
kraft paper; Karolton Klasp uses a glazed 
one-side kraft. The new line has the same 
safety seam gumming as the Karolton 
Klasp, as well as non-rusting brass clasps. 

Karolton Natural Klasp envelopes are 
produced from size 2%” x 4%” to 





Every Susiness can use... 


INDIANA 


“Under Counter” CASH DRAWERS 
HERE’S HOW 
SMALL BUSINESS—for Cash Handling and Storage. 


DEPARTMENT STORES—for 4 _ Han- 
dling, Bank Drawers, for Special Sales. 


MANUFACTURERS—in Cafeterias, Parts Sales 
Counters, for Petty Cash. 


Model V-1 (ill.) 
List $29.50 

@ No stock to carry 

@ 24 hour shipment 


@ Full dealer 
discount 


A Quality Product 


A wonderful door-opener for follow-up sales of 
more expensive equipment. Write now ... . 


INDIANA cash DRAWER Co. 
P.O. Box 


236B e@ Shelbyville, Indiana 


For More Information Circle No. 293 
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WHOLESALERS & DEALERS 


Ex¢lusive Territories Open! 
| 


Be the Scotty distributor in your 
area, Make the extra profit. 


The pen color is the ink color! 

Medium Point 39c Fine 49c Broad 59c 
Eight Brilliant Colors and Repro Inks 

Every Pen is guaranteed perfect 

Special prices for bids 


Double your net profit with SCOTTY Pens 
and standard refills © Bulk and single pack 


Write for catalogue sheets and discount on 
other styles of pens and desks sets. 


SCOTTY ENGINEERING CO. 


8 Minna Street © San Francisco 5, Calif. 
For More Information Circle No. 294 
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Automatic 
Calculating Machine 


CALCULATING MACHINES, INC. 


527 MADISON AVENUE, NEW YORK 22, N. Y. 
Telephone: Eldorado 5-6066 


For More Information Circle No. 244 





THIS IS THE UNDERWOOD RAPHAEL 


This completely new electric typewriter with variable spacing 
and carbon ribbon is designed to provide management with 
typing of unique beauty, clarity and dignity. When corre- 
spondence is typed on the Raphael, the importance of the 
message is enhanced, and the sender’s high regard for the 
recipient is apparent. The Raphael’s typeface has been 
especially designed to bring to business letters the classic 
elegance of fine typography, while the sharp outline of each 
letter on the page is accentuated by the Raphael’s carbon 
ribbon. Because the force of the motor-driven keystroke never 
varies and the carbon ribbon is always fresh, the Raphael’s 
typing is absolutely uniform in rich color and crisp clarity. 
In its external beauty the Raphael reflects the perfection 
of its internal mechanism, engineered to provide long years 
of service with a minimum of maintenance. Underwood 
Corporation, One Park Avenue, New York 16, New York. 
For More Information Circle No. 389 
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12” x 15%” with 100 to a full telescope 
box and 1000 to a carton, available from 
franchised merchants of American Envel- 
ope. For More Information Circle No. 
133. 


AIR PURIFIER 


Roark Industries, Inc., Box 29, Okla- 
homa City 1, Okla., offers the Sano-Fresh 
No. 17 for the relief of allergy sufferers 
and to control odors, smoke, smog, musti- 
ness and other air impurities. It forces air 
through activated carbon, is compact and 
portable (weighting about five Ibs.) and 
uses less current than a 20-watt light 
bulb. It plugs into any outlet and can be 


moved to any room. Economical, replace- 
able filter material normally retains full 
effectiveness for a year or more. Sano- 
Fresh No. 17 does not substitute a mask- 
ing odor, but purifies and recirculates with- 
out taking out heated or cooled air, winter 
or summer. Constructed of spun anodized 
aluminum, it carries a one-year guarantee, 
costs $39.95 complete, postpaid in U.S. 
For More Information Circle No. 150. 


FELT-TIP MARKER 


Speedry Chemical Products, Inc., Box 97, 
Richmond Hill 18, N. Y., makes the No- 
Odor Marker, a felt-tip marking device that 
is guaranteed to be completely free of any 
annoying or contaminating odor. It dries 
instantly on porous surfaces and is smudge- 
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P.19 KEY 
COIN CHANGER 


OFFERS QUALITY, 
DESIGN, PERFORMANCE 


The 19 Key COIN MASTER brings to your 
customers the speed and convenience that 
only an MP coin changer can give—instant, 
exact change every time—simply by press- 
ing one or two keys. 


¢ Styled in Sturdy Aluminum with grey 


hammertone finish ¢ Available with roll- 
out or bank cup delivery ¢ $100 capacity 


Price only $215 plus tax 


Ask your dealer about the wide choice of 


other MP Coin Changers 


Since 1940 





METAL PRODUCTS ENGINEERING 
4000 Long Beach Ave. 
Los Angeles 58, California 


For More Information Circle No. 299 








and only 
Sure-Rite 
jie iat has it! 
meee §— ook for the stencil 
with the patented 
THE RED DOT. Red Dot Seal Tab! 
Write for full 
MEANS A LOT. ' information and 


free sample. 


American Stencil Manufacturing Co. 
14 WALNUT TREET « ENVER ( LORAL 


For More Information Circle No. 300 
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proof, waterproof and indelible on any 
surface. It comes in eight colors and is 
designed with the patented no-loose-ink 
Magic Marker formula. Priced at 49c, it 
guarantees 49,000” of writing. The chisel- 
edged felt-nib permits writing with broad 
or fine strokes, and can be used for stor- 
age identification, coloring code files, ad- 
dressing mail and parcels, sketching, mak- 
ing charts, graphs and visual aids. For 
More Information Circle No. 136. 


COPIER BELT 
CLEANER 


Buffalo Repro- 
duction, Inc., 3701 


Buffalo Drive, 

Houston 19, Ti ’ 

Gr a f. fi CO offers eet asa 
sive belt cl 

SIGNA LS for Thermo Fax 


copying machines. 





for every type 


Shown here is the 

#90 Cellugraf Signal. 
It features an opaque 

plastic writing surface 

which accommodates 
special notations such as , 
numbers, letters, etc. It will not burn, 
Twelve standard colors. contains no carbon 
Graffco Signals bring tetrachloride, is 
facts to life. non-toxic, and 
cleans better with- 
out leaving any 


oily residue on the 
GEORGE B. Ta COMPANY belt. Buffalo Belt 
Cleaner also is 
good for general 


54 Washburn Avenue, Cambridge 40, Mass. office use as a type- 
For More Information Circle No. 313 
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DICTATION 




















All yours in one handsome, compact unit... the economical, new self-powered 
Telefunken“600” Portable Dictating Machine! Use it anywhere...anytime. Carries 
its own built-in, lifetime battery...complete with battery cee A single 
microphone button controls every action... dictate, = 
backspace, playback, stop. Lightweight, easy-to-mail 

magnetic disc can be used over 10,000 times. Preci- 

sion-built for quality, value and dependability by the 

world-famous Telefunken Corporation. Test one soon! 


TELEFUNKEN 


“600” Portable Dictating Machine 


For further information write: INTER-CONTINENTAL TRADING CORPORATION, 90 West St., New York 6, N.Y, 
For More Information Circle No. 243 
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IBM 1401 
PROGRAMMING 
TRAINING 


Home Study Courses 
for people without 
technical training 

or experience. 


Write for Free Catalogue 


Business Electronics Inc. 
Computer Department 
420 Market Street 

San Francisco 11, Calif. 








For More Information Circle No. 289 


magnetic 


VISUAL CONTROL BOARDS 


[sacs peat Oma A mcs | 
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Make Card and Peg Systems Obsolete 


No fuss . . . no mess with cards, pegs, or other 
signal devices with “Maggie” Control Systems. 
Permanent colored magnetic indicators that move 
with ——e ease offer the easiest, quickest 
way to sales, production, inventories, traf- 
fic, etc. The first cost is the last cost because 
there are no cards or pegs to replace. 
recaps t—teaet aneapase 
at $49.50. 
Informetion, 


9. 
For further write to: 
stletefestemertetepetchetom at-ttlel Met let:Melelae 
Street e New York 36.N.Y 


ll Wes 2nd 


For More Information Circle No. 290 
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writer, duplicating machine and steel furni- 
ture cleaner. Sold at 95c per bottle or 
$20.40 per case of 24 bottles. For More 
Information Circle No. 146. 


AIR PURIFIER 


Hy-Genic Products Corp., 8030 West 
47th St., Lyons, Ill., makes Hy-Genic Aire 
purifiers measuring 642” in diameter by 
16” high, that are styled in a selection of 
color combinations to blend with any 
decor. Deluxe models feature a choice ‘of 
nickel or brass trim in addition to colors, 
and have a contrasting metal enclosure. 
The electric units have a 6-ft. cord with 
switch, fan, activated charcoal wafer, 
Turbo-Aire circular activator and a con- 
tainer of Hy-Genic Aire chemical, in addi- 


tion to the stand and enclosure. Plugged 
into any 110-volt outlet, fan draws in air 
through the open base where it is filtered 
by charcoal and forced upward against 
activator which produces a whirlpool ac- 
tion of air about exposed wick of open 
container of chemical. The clean, deodor- 
ized and sanitized air is then expelled into 
room. The economy Strato Deodorette 
model is styled like the deluxe unit in a 
gold black, but does not have charcoal 
filter, ornamental metal frame or switch. 
It has a fiberglass enclosure. Prepared 
vapors or scents such as metholated pine, 
etc., may be included in the chemical con- 
tainer. Each model is packaged in a dis- 
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Kodak's Verifax Gasior turns out 5 dry copies in 1 minute for 2'4¢ each 
Here’s the easy, instant way to get 
any type of copy you want! 


A Kodak Verifax Copier lets you reproduce letters, charts, systems, rec- 
ords, and other office items on one or both sides of white or color-coded 
bond-type paper...oron card stock. Even lets you make copies on printed 
office forms . . . or make translucent masters for whiteprint machines. 





Call local Verifax Dealer (see ‘‘Yellow Pages’ 
under duplicating or photocopying machines), or VERIFAX BANTAM COPIER 
write Eastman Kodak Company, Business Photo Model A 
Methods Division, Rochester 4, N.Y. y 
Prices quoted are manufacturer's suggested prices and $ Cg 50 Other models / 


subject to change without notice. to $425 








DOES MORE...COSTS LESS... 
MISSES NOTHING 


For More Information Circle No. 360 
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TWO WAY SALES PLAN 
THAT MEANS GREATER PROFIT! 


Attractively packaged, top quality 
carbon second sheets, prompt deliv- 
na - your customers under your 
abel. 

DEMONSTRATOR kit assures first 
sale and automatic repeat sales. 
Write for Samples and Dealer Plan 


THE EXLINE-LOWDON 
, COMPANY 
1818 S. ERVAY e@ DALLAS, TEXAS © HA 1-2177 
For More Information Circle No. 303 





RITE-LINE copyrnoiper 


@ SAVES EYESTRAIN TAKES COPY UP TO 20° 

@ PROMOTES ACCURACY «HOLDS NOTEBOOK 

@ INCREASES PRODUCTION ¢ FITS IN DESK DRAWER 
UNE MAGNIFIER EXTRA 


Send fer FREE Booklet describing RITE-LINE GOPYHOLDER 
RITE-LINE CORPORATION 
y t t NW amekistislehicns mes iam ® 


For More Information Circle No. 304 
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play carton. Retail prices are $22.95 for 
the deluxe unit and $9.95 for the economy 
model. For More Information Circle No. 
139. 


TAB MACHINE TIMER-COUNTER 


Engler Instrument Co., 250 Culver Ave., 
Jersey City 5, N. J., announces the Engler 
Combination Hour Meter and High Speed 
Counter for use on most IBM punched 
card equipment. This precision instrument 


registers an accurate record of production 
time and also counts the cards processed, 
thereby eliminating manual records. At 
the same time, the instrument registers a 
complete record of workload and machine 
performance for further study. For More 
Information Circle No. 152. 


OFFSET DAMPENER SETS 


American Type Founders, 200 Elmora 
Ave., Elizabeth, N. J., announces a line of 
disposable dampeners for offset duplicators. 
Consisting of a set of rollers, complete 
with cores and covers, these dampeners 
eliminate fitting new covers onto rollers. 
When covers need replacement, the oper- 
ator simply discards the complete unit set 
and replaces it with a new one. Among 
other benefits to be realized from the use 
of these dampeners are elimination of 


| roller seams, loose or twisted covers, low 
ends or “mourning bands” and problems 
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SEND FOR 
THIS FREE 
BOOK 


It may spark an 
idea that will save 
your company 
thousands of 
dollars! 


One large company reports a saving of over $40,000 a year with 
U. S. E. Special Duty envelopes. Of course, your company may not 
be able to save that kind of money. But substantial savings result 
in many ways. For example: 

Do delays in the mail bother you? Special Duty envelopes speed 
delivery. Are collections slow? Special Duty envelopes have im- 
proved the collection systems in many, many companies. Do you 
have bottle-necks in office work, filing, production . . . ? Special 
Duty envelopes are solving such problems. 

Consider this fact: every working day you put an important part 
of your business future in envelopes! That’s why the right U. S. E. 
envelopes can play an important part in your business future. 

Write to Advertising Department today and your free copy will 
be sent by First Class Mail. 


United States Envelope Company 


General Offices ¢ Springfield 2, Massachusetts 


Business benefits wherever the envelope is an executive decision 


For More Information Circle No. 235 








ALL NEW, Streamlined for 
Modern Decor. 


YOU 


are invited to visit 


FLASH FILING 


Booth 87 
N-S-O-E-A Convention, 
Los Angeles, 

Biltmore Hotel, Feb. 24-26, 1961 
Flash Filing 
Efficient-Compact 
Office Accessories .. . 





eam i 
For More information Circle No. 287 











WHEN YOU SEE — 


Fé bs 


ts 


THINK OF QUALITY 


CARBON INTERLEAVED SINGLE SET 
CONTINUOUS & TABULATING 
CUSTOM, STOCK & STANDARD 

FORMS 


DISTRIBUTED THROUGH DEALERS & 
STATIONERS EXCLUSIVELY 


NATIONAL LITHO FORMS CO 


E Lit ve LEVELAN 


For More Information Circle No. 288 








of color changes. Soiled hands and broken 
fingernails are no longer a source of irri- 
tation. For More Information Circle No. 
142. 


PEN & PENCIL SET 


All-Rite Pen, Inc., Hackensack, N. J., 
offers the Fiesta duo ballpen and mechani- 
cal pencil in a reusable clear plastic case 
retailing at 98c complete. Fiesta pens and 
pencils have molded plastic barrels in 
choice of blue, aqua, red or black; pocket 
clip, chrome-plated ring and lightweight 


5%” length. Pen automatically rotates one- 
third turn when extended or retracted to 
assure uniform ink distribution, better 
writing performance and longer life. Blue, 
red, green and black refills are 25c for 
medium line; 29c for fine line. Pencil lead 
is easily expelled or retracted with twist 
action. Nickel-plated tip provides easier 
grip. It has a %4” adjustable eraser at top 
end and extra supply of fine line leads 
inside the barrel. For More Information 
Circle No. 158. 


TYPEWRITER RIBBON 


Columbia Ribbon & Carbon Mfg. Co., 
Glen Cove, N. Y., announces development 
of a film-base typewriter ribbon which 
will produce a sharp image even when a 
number of sheets of paper and carbon pa- 
per are manifolded behind the original. 
The PF-75 ribbon was developed for use 
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: PDUPLICATOR 4 
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Here are two important produc- 
tion aids that will enable your 
duplicator operation to turn out 
more work in less time at less cost. 


A CHALLENGE PAPER CUTTER 


Available in a wide range of sizes and 
types used by duplicator operations .. . 
lever and power types . . . 19 inches cut- 
ting width and larger. Save the time and 
expense of having cutting work done out- 
side. 


A CHALLENGE PAPER DRILL 


Handle your own fast drilling of loose 
leaf forms; also all your cornering and slit- 
ting or slotting work. Drill holes in a 2-inch 
lift of paper in seconds. Available in a wide 
range of models. 


Write for free descriptive booklets and 
names of local dealers or see your Challenge 
Printing Equipment Dealer. 


The CHALLENGE MACHINERY CO. 


GRAND HAVEN, MICHIGAN — cH 
For More Information Circle No. 222 
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6 big benefits 


you get from XeroX 
master-making 
equipment 


1. Longer Runs. Xerography is a dry process. 
The image of an original document is fused per- 
manently onto an offset paper master by XeroX 
master-making equipment. In effect, the image 
becomes an integral part of the paper and lasts 
longer than the paper itself. Xerographic masters 
thus produce longer runs. 

2. Quality of Runoff Copies Is Better. The im- 
age on an offset paper master prepared by XeroX 
master-making equipment is an exact copy of the 
original. The image does not become distorted 
from liquid chemicals, water, or perforations. 
Consequently, runoff copies are of superb quality. 
You can be sure every copy is clear and sharp, 
precisely like the original. 

3. Ease of Handling. Because xerography is a 
dry process, it is also clean—and fast. No liquid 
chemicals, no messy peel-apart. And there is no 
damage or curling of an original. It remains sta- 
tionary during the process. As soon as the xero- 
graphic image is fused, the master is ready for 
the duplicator. 

4. Versatility. XeroX master-making equip- 
ment enlarges, reduces, or copies size-to-size. It 
copies all colors—even reds and blues—with 
sharp black-on-white fidelity. XeroX equipment 


Haloid Xerox Inc., 61-217X Haloid St., Rochester 3, 


simplifies the preparation of all types of repro- 
ducibles—paper and metal masters, visual-aid 
transparencies, and diazo intermediates. 


5. Major Savings. Xerographic materials cost 
only a few pennies per master. No special offset 
paper masters are needed—use any offset master 
material you have in stock. An operator’s time is 
shorter because there are no critical adjustments 
for exposures—hence no waste. Just look at what 
xerography and offset duplicating are saving 
some of the finest companies, large and small: 


A national refiner is saving $1,500 a 
month, an airline $1,000. A small insur- 
ance company is ahead $6,000 a year, 
a steel firm $250,000. An instrument 
manufacturer is saving $700 a month, 
an aeronautics firm $82,000 a year. 


6. NoCapital Investment. You can have XeroX 
master-making equipment at a modest monthly 
rental, cancellable on 15 days’ notice for any 
reason whatsoever. Even if your volume is low, 
you'll find XeroX equipment practical with our 
unique Pay-as-You-Copy rental plan. Write to- 
day for details. 


HALOID 


N. Y. Branch offices in principal U. S. and Canadian 


cities. Overseas: Rank-Xerox Ltd., London. 


XEROX 


For More Information Circle No. 221 
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on all typewriters which use a carbon 
ribbon. Columbia states that the special 
coating on the polyethylene film ribbon 
insures a complete release of ink each 
time a typewriter key strikes the paper. 
The PF-75 wraps itself around the type 
bar to deposit a clean, sharp image. In- 
herent stretching characteristics built into 
the ribbon also prevent breakage. The 
sharp writing quality and high opacity 
make the PF-75 suitable for photocopying 
when an image may be greatly reduced 
or enlarged. The ribbon also is recom- 
mended for preparing direct image offset 
plates and originals for all copying pro- 
cesses in addition to general correspond- 
ence. For More Information Circle No. 
113. 


TAB WIRE FILE 


Edward Ochman Systems, Box 141, 
Fairfield, Conn., announces a mobile file 
with 30 compartments to store the various 
sizes of self-contacting and jack type wires 
in tabulating departments. With a specific 
drawer for each type of wire, data process- 


ing installations can have better house- 
keeping, speedier finding and replacing of 
wires. The mobile feature allows the wir- 


ing technician to have at his fingertips all 
types of wires normally needed to wire 
control panels. The file eliminates the 





NEW 


and improved 


TIME and DATE STAMP 


HELLER ROBERTS 


Manufacturing Corporation 


This new Roberts Model HRTD 
combination time and date stamp 
with clock face is engineered with 
three simple balanced units—print- 
ing head, ribbon mechanism and 
electric drive. It utilizes a new ham- 
mer method of printing with auto- 
matic self-aligning platens for crisp, 
clear impressions. Instantaneous 
paper-trip operation. Solid construc- 
tion and fine engineering of details 
such as deeply engraved solid brass 
wheels and positive ratchets. Offers 
great flexibility of printing space 
through use of slides, word rolls and 
fixed dies. Choice of three colors. 
One of a new and improved line of 
time stamps, daters and numberers 
bearing the name Roberts, famous 
for numbering devices since 1889. 
Write Roberts Numbering Machine 
Division, Heller Roberts Mfg. Corp., 
700 Jamaica Ave., Brooklyn 8, N. Y. 





For More Information Circle No. 295 
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One of All-Rite’s / : 
pens for every / 


OFFICE-RITER 
61%” long desk model: 
Four ink colors: Blue, red, 
green & biack. (Barrel color 
enotes ink color). 


#52; Medium Line Pen — 
29¢ ea. 
#522: Extra Fine Line 


ff 
ALL-RITE PEN, INC. 
HACKENSACK, NEW JERSEY 
R27, 
NSOEA Convention, Los Angeles 
For More Information Circle No. 285 
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problem of having wires in cartons, boxes, 
under shelves, in cabinets, etc., which 
might result in duplicate ordering. Con- 
structed of steel, unit is 12” deep, 30” long 
and 36%” high. For More Information 
Circle No. 140. 


CUTTING INSTRUMENT 
Alvin & Co., 611 Palisado Ave., Wind- 


| sor, Conn., offers the Snippy all-purpose 
safe cutting implement to replace old- 


fashioned cutting methods. A combina- 
tion scissors and knife, it cuts paper, 
textiles, thin cardboard, string and other 





Engler HOUR METER 


_...» For Business 


Machine Economy 


@ Increase Efficiency 
@ Improve Scheduling 
@ Eliminate Machine Inactivity 
Engler Hour Meters reduce total oper- 


ating or rental cost of tabulating equipment 
and business machines by registering hours 


| of actual machine usage. Effectively put 
| records on an accurate basis and substan- 


tially reduce second shift payments. Many 
users have already realized large savings. 
Engler Hour Meters are easily installed 
and have been precision engineered and 
ruggedly built for years of dependable 
service. Reasonably priced. Write for de- 
tailed bulletin OF-8. 


Engler 


250 Culver Avenue, Jersey City, N. J. Phone HEnderson 4-6500 
For More Information Circle No. 286 
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s One of the many extras that make GF office furniture so much better 
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How much “mileage” will you get? 


THAT OFFICE CHAIR OF YOURS travels a lot farther than you 
might think in the course of a year... back and forth, side- 
ways, in circles. Actual estimates by our demon statisticians 
indicate that 84%4 miles a year would be an average figure. 


THE WHEELS YOU TRAVEL ON are your chair casters. The 
body you ride in is your chair frame. Both take a beating. 
That’s why we “‘torture-test’’ everything from chair frames 


and seats to casters. We do it so you can be sure of getting 
extra “mileage” and long life when you buy GF Goodform 
office chairs. The General Fireproofing Co., Dept OF-12, 
Youngstown 1, Ohio. 


ENERAL 


RRS BUSINESS FURNITURE some 


REPROOFING 


For More Information Circle No. 228 
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PEOPLE ALWAYS "‘BORROWING’’ YOUR PENS? 


. th YOUR NAME printed on each pen. 
hed Powe. Bisck, Green pre-tested Formulabs quality 
ink flows smoothly, evenly thru all-brass 5%” long cart- 
ridge with .039 Medium Point. Ink colors may 
assorted. 1 line imprint 40 letters. Money back guar- 
antee. You can’t lose, Sample pen (blank) send 25c. 
imprint prices for same name on each pen $3.00 dozen, 
WE PAY POSTAGE. 

z. — $2.90 doz. 6 doz. — $2.75 doz. 
H = _ 330 doz. 12 doz, — 2.00 doz. 


Order NOW from: 


GARDNER STAMP COMPANY 
166 South Washington St., Wilkes-Barre, Pa. 














For More Information Circle No. 278 


PROBLEMS 
SOLVED 





3 PHONE 


1. Safeguarding privacy. 

2. Quieting the office. 

3. Better hearing—noisy places. 
HUSH-A-PHONE 


Model for all types 
of phones and dic- 
tating machines. 

Write for Literature. 


HUSH-A-PHONE 
72 Madison Ave. 








New York 16 








Complete line of 
DELUXE ALL LEATHER 
or CANVAS & LEATHER 
Write for Circular, Prices 


CAN-PRO 2... 


30 E. McWilliams St. 
Fond du Lac, Wis. 


Another Subsidio 
4. M. Nesh Co. I 





eit FOLDS 

*iT SCORES 

°iT CAN SLIT 
or PERFORATE 


TH or WITHOUT 


THE PRINT-O-MATIC CO., INC. 
For More Information Circle No. 281 
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similar materials with ease. It is small, 
light and designed for safe handling. It 
cuts along straight or curved lines and is 
constructed of durable plastic molded into 
one piece. Equipped with an exchange- 
able standard razor blade which has a 
safety locking device. For More Informa- 
tion Circle No. 118. 


OFFICE MACHINE MOTOR 


Howard Industries, Inc., 1760 State St., 
Racine, Wis., announces Twenty-Six Frame 
3” induction motors for office machines 
and similar uses, designed with 24-slot 
stators instead of 16 for smoother more 
constant torque and quietness. Stators are 
machine wound by winding machines built 
by Howard. Rolled steel motor frame 


housing is interlocked together and preci- 
sion die-cast end parts are pressed into 
the frame (interference fit) for accurate 
bearing alignment and a uniform air gap 
between stator and rotor. Two types of 
bearings are available, porous bronze or 
ball bearings. Steel shaft is 4%” in diameter. 
Effective heat transfer is achieved by a 
press-fit between frame and stator. Hous- 
ing is electrostatically painted with high 
heat radiating lacquer. Non-porous Mylar 
plastic insulation replaces paper insulation. 
Fabricated rotor is pressure-cast of virgin 
aluminum to provide a uniform squirrel 
cage, and tested for electrical conductivity 
before assembly. Three types of mount- 
ings are available: a low-cost spring wire 
with a compounded rubber shock ab- 
sorber, standard foot mounting, or face 
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LeFEBURE SYSTEMS SOLVE PAPERWORK PROBLEMS 





Paperwork grows faster than sales volume in 
too many manufacturers’ offices. It needn't. Le- 
Febure systems and equipment simplify proce- 
dures, improve operating areas, eliminate most 
unproductive clerical time. Or, stating it more 
simply, LeFebure Systems keep profit possibil- 
ities in new business. Write for detailed inform- 
ation on specific areas you want to improve... 
LeFebure Corporation, Cedar Rapids, lowa. 

















LeFebure is a subsidiary of Craig Systems, 
For More Information Circle No. 220 
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mountings. Howard Twenty-Six Frame 3” 
Induction Motors are engineered, field 
tested and available on 90-day delivery 
in a wide range of custom specifications. 


designed for general seating. Light in 
weight, it can be easily carried or moved. 
Contour shape offers comfort to user and 
shaped back flexes easily in use. In addi- 


Four-pole ratings are available up to 1/20 
hp, two-pole units are made in ratings 
up to 1/10 hp. The 3” diameter is con- 
stant, length varies from 3-11/16” to 
5-7/16”. For More Information Circle 
No. 111. 


STACKING CHAIR 


Royal Metal Mfg. Co., 1 Park Ave., 
New York 16, N. Y., announces an all- 
purpose chair which combines seating 
comfort with maintenance-free qualities. 
Natural wood is moulded to smoothly 
flowing contours by a built-up laminate of 
many layers of plastic impregnated wood 
said to have the best features of wood plus 
resistance to damage by burn, alcohol, 
mild acids, alkali and weather. Under nor- 
mal use, it will not crack, chip or stain. 
The all-welded steel frame is finished in 
chrome. Royalwood’s surface wipes clean 
and is resistant to bacteria. Model 746 is 


tion, the 746 gangs for multiple seating 
arrangements and stacks for storage. For 
More Information Circle No. 149. 








Secretaries never die... 


They just stay young indefinitely*—that is, if they use 
Kee Lox Grip-N-Pull carbon paper. Ask any girl who is 
already using it (and note how fresh and vivacious she 
looks—even at quitting time). She’ll tell you what nice 
copies she gets, how clean they are. And she'll be equally 
enthusiastic over Grip-N-Pull’s other features—automat- 
ic warning of last typing lines, automatic rotation, 
automatic alignment. 

You too can stay young indefinitely* by letting Grip-N- 
Pull carbon paper make your work easier and pleasanter. 
And your boss will be interested in knowing that Grip-N- 
Pull, with all its advantages and long wear, still costs no 
more than regular carbon paper which does not have the 
exclusive patented features of Grip-N-Pull. 


*The only exaggeration (one we hope will cause a smile) in this message. 


All carbons are removed quickly in one 
clean operation, using uncoated edge. 
Clean hands, clean work, clean desk. 
Lower right of uncoated edge is die cut 
to tell how much space is left at bottom 
of sheet. 


FREE samples when requested on com- 
pany letterhead. 


MANUFACTURING CO. 
DEPT. 0-21, ROCHESTER 1, N. Y. 
CARBON PAPERS AND INKED RIBBONS 


“Over Sixty Years of Good Impressions”’ KEE 


Sold through KEE-LOX branches and selected independent stationers 











For More Information Circle No. 306 
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A major technical breakthrough in data processing... 
A.new LOW COST input machine that 


res Data at the Source and 


Here’s how easily the 
PRINTAPUNCH operates 


This unusual machine 
copies, punches, elimi- 
nates transcription. Simply 
insert the metal or plastic 
Dasha late embosse: with 

“man uage:’ Then in- 
sert blank tab card. Key in vellebie data on unique 
keyboard. Depress operation lever. Result? A tab 
card that’s imprinted in “man language” and 
punched in ‘‘machine language’’ with significant, 
variable and constant data, ready to be fed into 
any kind of electronic data processing or 80 col- 
umn punched card equipment. 





.. the first LOW COST input machine 
whose total selling price is equal to, or 
lower than, the monthly rental rates of 


other source data gathering equipment. 


The Dashew PrintTaPuNcn is the key to error- 
free, automatic data recording at the time trans- 
action occurs. It copies, punches, eliminates 
a sy It’s the first device that permits a 
practical, low cost method of source key punch- 
ing. The PRINTAPUNCH is so low in cost, and so 
simple to operate, that even a small manufac- 
turer or retailer can gather source data directly 
onto tab cards to take advantage of the econo- 
mies and speed of electronic data processing 
through service bureau facilities. By the same 
token, the largest corporations can effect sub- 
stantial economies by eliminating manual key 
punching, eliminating costly errors, and speed- 
ing up reports by eliminating key punching 
bottlenecks. 





The Dashew PrinTAPuUNCH can be used for any application in any industry — 


» 


GET THESE FREE BOOKLETS 


If you use punch cards, computers, 
bookkeeping machines, service 
bureau facilities, you should read 
these systems ideas. Learn how the 
Dashew PRINTAPUNCH automates 
source document preparation. See 
how this new development can be 
used with all data processing sys- 
tems. Learn about its wide applica- 
tion in different industries. Write 
for this information today! 


wherever information is recorded. 


DASHEW BUSINESS MACHINES, 


3655 Lenawee Avenue, Los Angeles 16, California 


INC. 


Dashew Business Machines, Inc., Dept. OFF2 
3655 Lenawee Avenue, Los Angeles 16, California 
Gentlemen: 

Please rush me free copies of your booklets on 
the PRINTAPUNCH. 


Name Title 








Company Name 
Type of Business 
Address 
City 








Zone _State 





For More Information Circle No. 229 
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Printed Patapar Translucent office forms 
will add even more readability, speed, con- 
venience and ease to your daily com- 
munications. The carefully prepared surface 
of this Translucent Parchment is ideally 
suited for the sharp and precise printing 
necessary in form make-up. This same 
quality eliminates feathering, regardless of 
the type of pencils, pens or typewriters 
used to fill in the forms. If you use Ozalid 
or Bruning (diazo type) copy machines, 
please request samples of PATAPAR on 
your company letterhead. 


tapar. 
TRANSLUCENT PARCHMENT 


e Type or write on any kind of paper. 
Then feed it through a direct copy machine. 
Do the same thing with a sheet of Patapar 
Translucent Parchment. 


Compare the copies. Copies made from the 
Patapar Translucent Parchment will be 
sharper every time! 


Ozalid, Bruning and similar diazo type 
copy machines work best when they don’t 
have to work against the master sheet. 
Patapar Translucent is a unique material 
which doesn’t present a diffusing barrier to 
the ultra violet light from these machines. 
It transmits the light from the high-pressure 
mercury vapor lamp in straight lines to the 
copy paper. It doesn’t diffuse it . . . bend 
it... reflect it. You get copies with crisp, 
sharp lines. Exactly as sharp as the lines 
on the Patapar master sheet. 








PATERSON 
PARCHMENT 
PAPER COMPANY 


BRISTOL, PENNSYLVANIA 


Sales Offices: New York, Chicago 
West Coast Plant: Sunnyvale, California 
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ONE-TIME CARBON 


Carbon Web Corp., Box 1591, Cincin- 
nati 1, Ohio, has plastic-back one-time car- 
bon for forms printers using flat one-time 
carbon. Colla-Fast One-Time Carbon 
Paper, it is stated, will enable forms manu- 
facturers to increase production up to 25 
and 30%. The plastic-back sheet collates 
at higher speed, jogs faster, eliminates 
sticking and prevents curling under any 
temperature. For free samples and prices, 
Circle No. 144. 


CENTERING 
RULER 


Polychrome 
Corp., 2 Ashbur- 
ton Ave., Yonkers | 
2, N. Y., offers a 
stainless steel cen- 
tering ruler de- | 
signed to save time 
and labor and in- | 
crease accuracy in | 
preparing draw- | 
ings, mechanicals | 
and offset flats 
where registration | 
is a must. The spe- | 
cial “O” center 
eliminates errors | 
in layout and the 
stainless steel base 
assures maximum . 
dimensional stabil- ° 
ity. Ruler has a x 
regular 1” thru ‘ 
24” scale in 1/16” 
graduations and 
the “O” center 
scale. Numbers 
are deeply etched 
and black enam- 
eled for visibility, 
surface is a non- 
glare finish and 
ruler will last a 
lifetime because 
of heavy - gauge, 
spring - tempered 
stainless steel base. 
For More Informa- 
tion Circle No. 120. 


CHANGE 
NUMBERS 
QUICK 

AS A 
WINK! 


4 Model 


grando* 


3498 


Honore” 


423498 | 


ART TYPE LINE 


Mico/Type, Inc., 655% Sunset Bivd., 
Los Angeles, Calif., offers a large selection 
of type faces, numbers, arrows, electronic 
and special symbols on acetate. Every 
character is crisp and sharp, with fuzzy 
edges and crush-out virtually eliminated by 
special printing techniques The variety of 
type faces and symbols have many office 
printing and art applications. There are 
100 type faces, ranging from standard text 
through handlettering. Sizes range in some 


Force Quick- 
Change Numbering 
Machines permit in- 
stant changes of 
numbers regardless 
of sequence. They 


are ideal for numbering bank books, work cards, 
yardage tickets, drug and chemical labels, file 
folders, jackets, coded job tickets. Indicator fig- 
ures alternately colored for easy reference. 
Heavy-duty model has %” figures, available with 
up to 16 wheels. Write for catalog. 


For More Information Circle No. 314 
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cases from as low as 6 pt. to a high of 120 
pt., depending upon the style of face. Usu- 
ally furnished on wax-backed glossy ace- 
tate, Mico/Type also is available with a 
matte finish or a choice of two different 
adhesives. Wax adhesive is recommended 
for layouts and photographic reproduction 
where no heat is involved. Tak pressure- 
sentitive adhesive is recommended for even 
the hottest reproduction equipment and 
processes. The entire line is described and 
priced in 68-page Catalog No. 4. For a 
copy, Circle No. 157. 


HORIZONTAL CAMERA 


M. P. Goodkin Co., 112 Arlington St., 
Newark 2, N. J., announces the addition 
of a Horizontal 18” Camera to its line. 
The new Goodkin Horizontal 18” will ex- 
pose, in or out of a darkroom, line and 
halftone negatives, Gevacopy rapid nega- 
tives and Ektalith transfer paper in sizes 
up to 14” x 18”, through an enlargement- 
reduction range of from 3x to %x. No 
longer than the length of an office desk, 
the camera can be operated without wasted 


DEALER 


Our Snap-Apart Forms 
have been a standard of 
Quality for years. For 
fine printing; just right 
“snap - apart" action, 
they are unexcelled. IN- 
TERNATIONAL BUSI- 
NESS FORMS snap- 
aparts assure customer 
satisfaction. 





INTERNATIONAL BUSINESS FORMS offers: 
produced on modern rotary equipment—sold only through our 


QUALITY Forms, 
dealers. 


COMPETITIVE Prices—liberal dealer discounts—You're 


steps. Controls for adjustment of lens and 
film platens are on the same side. This 
eliminates the need for operator to walk 
around from copyboard to camera head. 


A rack and pinion track system assures 
accuracy for calibrations. For smoothness 
of travel, ball-bearing guide wheels sup- 
port and carry lensboard and film platen 


HERE’ S A PROFIT 
OPPORTUNITY 


TOO! 


Now — offer your cus- 


Continuous Forms, 


tomers Continuous car- 
bon-interleaved forms — 
Line Hole Punched Tab- 
ulating; pasted; or sta- 
pled—up to 10 parts. In 
Continuous as in Snap- 
aparts, International 
means quality — at the 
right price. 


“in the running" with an 


IBF Quote. Quantity advantage, too! Orders accepted for only 2500 sets of 


Snap-Aparts —NEW POLICY! 


DELIVERY PROMISES you can count on. Try us on one job and see! 
EASY-TO-USE PRICE LIST—Anyone can make estimates with a little practice. 
RAPID QUOTATION SERVICE—Your quotation requests handled AT ONCE. Same 


day if specified. 


Write today for complete information 
on this profitable line. Try Interna- 
tional. We are confident of our 
ability to satisfy the Dealer and his 
customer! 


WRITE NEW DEALER DEPT. 1 





—j INTERNATIONAL BUSINESS 





FORMS 4 


'NCORPORATED 


1600 E. 26th ST.*LITTLE ROCK, ARK. 
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your complete line 
money-makers: 


itemizing cash registers 
adding machines e safes 


Here is the opportunity 
of your lifetime! The 
complete line of low- 
priced REGNA cash reg- 
isters and adding ma- 
chines means: PROFITS, 
PROFITS and_ more 
PROFITS! 

Fascinating, jet-aged 
models meet every de- 
mand of today’s and to- 
morrow’s _ business-build- 
ers. Choice of electric, 
hand, 10-key or full-key- 
board. 

Send today for informa- 
tion and literature. 


Move fast — it’s profit- 
able! 


Teoma 
ce ii 


JOELI fireproof safes, of 

revolutionary new design, 

sweep the world with fan- 

tastic sales success. Several 

sizes and models available. 
In Canada: Regna Cash Registers of 

Canada Ltd. 
704 Notre Dame S sueerens. Gee. 


it. W. 
OUTSIDE CONTINENTAL U 
Jorgen S. Lien, Box 522, Bergen, Norway 


S22 Gee eeeeee000628889 


It's low-priced! It's profitable! 
Mail the coupon. Mail it today. 
Mail it NOW! 


REGNA CASH REGISTERS INC. 

175 Fifth Avenue, New York 10, N. Y. 

Gentlemen: 

Please rush more information on the complete line of REGNA 
cash registers) REGNA adding machines, Joeli fireproof safes 


and outline advantages of becoming an independent Regna-Joeli 
Dealer. 


PE Gti sever svtcens ra oes 
PSS Le sunt doi dbb ewes xae0 


RPS 4 0d cea nnne, & cinerkhes vreaeitescn ‘ 


For More Information Circle No. 372 
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THE NEW REX-ROTARY D-490 is a heavy-duty, ultra-modern mimeograph. 
It is fully automatic, designed like a printing press. It produces all the printing 
you need (mailers, catalogs, letters, etc.) — even in muilti-colors — with the 
precision of a printing press. Unique concealed lighting (1, 2) illuminates all 
working parts and provides the visibility required for precision work. Easy- 
to-change, sealed ink cartridge (3) prevents inky fingers. Remarkable, exclusive 
feature: interleaver-inserter (4) collates as you print. Piano-key switch panel 
(5) gives you fingertip control. Attractive modern design; many more new 
features. 


More 


News for everyone who wants to cut printing 


costs, yet not tie up capital in equipment: the 
Rex-Rotary Lease Plan. Here’s how it works. 
Lease the ultra-modern Rex-Rotary D-490*(that 
prints automatically, cleanly, professionally, 
with perfect registration) plus the revolution- 


ary Electro-Rex 3S-4* scanner (that etches per- 


Continued on facing pag 


*Rental: $103 per month for 36 months for both ($27 per month for the 0-490 only); then pay 
about $150 and both machines are yours, or re-lease them at a nominal $60 per year, or 
‘return at no charge. Units can, of course, be bought outright 


For More Information Circle No. 373 


4 Ways to Save 
Printing Costs 


by Martin Rogg 


New York, N. Y. 
— If you would 
like your printing 
done at tremen- 
dous savings (and 
exactly when and 
how it suits you), 
do it yourself. 
That’s the latest 
trend in_ busi- 
nesses large and 
small. 


Here are four 
ways to do attrac- 
tive, in-office 
printing and save. 
Surprisingly, two 
of them require 
no investment. 


1. You can print 
sales letters, office 
forms, news re- 
leases — many 
other kinds of lit- 
erature — most 
economically with 
the remarkable 
Rex - Rotary D- 
490, the fully au- 
tomatic, heavy- 
duty, ultra-mod- 
ern duplicator 
that even collates 
as it prints. 


2. You can print 
even _ halftones, 
drawings, _letter- 
ing and any other 
graphic matter by 
adding the Elec- 
tro-Rex 38-4. It 
makes minutely 
accurate mimeo- 
stencils or offset 
plates from any 
original at negli- 
gible cost. Its fea- 





tures are unique. 
With it, and the 
D-490, you own 
a printing plant 
of your own! 


3. You can 
make these sub- 
stantial savings 
on all the print- 
ing you need dur- 
ing the next three 
years — without 
investing any 
capital. The new 
Electro-Rex-Ro- 
tary Lease Plan 
makes this possi- 
ble. It’s explained 
across these two 


pages. 


4. If you only 
occasionally need 
illustrations or 
other graphic 
printing, your 
dealer will pre- 
pare your Elec- 
tro-Rex _ stencils. 
This service is 
available from 
coast to coast and 
its cost is nomi- 
nal. The stencils 
delivered to you 
are then ready for 
printing on your 
duplicator. 


You will find 
more information 
about these out- 
standing products 
on this spread. 
For further in- 
formation, call or 
write me at Rex- 
Rotary Distribut- 
ing Corporation, 
387 Park Avenue 
South, New York 
City. Telephone: 
MU 4-5405. 


THE NEW ELECTRO-REX 3S-4 makes perfect stencils or offset plates for 
your duplicator, automatically. You simply insert (1) halftones, line drawings, 
type proofs, lettering— then, as the drum rotates, every detail is etched elec- 
tronically (2). The stencil is instantly ready for duplicating. Greatly increased speed 
shortens production time—with no loss of precision. Lighted indicator (3) pinpoints 
start and end of scanning, eliminates waste. Vacuum and filtering device (4) cleans 
machine, eliminates odors. Exclusive variable scanner (5) assures excellent 
reproduction of any screen halftone —without moiré effects. Let us demonstrate 
these and many other new features. 


for lease 


Continued from facing p 


fect stencils and offset plates electronically) . 
For three years, turn out all the printing you 
need — easily, simply and at great savings,’ 
while your capital keeps working. (Often there 
are tax benefits, too.) Then decide: re-lease, 
REX -ROTARY 


own, or return. 


Make sense? 


+For demonstration by your nearest dealer. call or write 
REX-ROTARY DISTRIBUTING CORPORATION 
387 Park Avenue South, New York 16, New York — Telephone: MUrray Hill 4-5405 


For More Information Circle No. 374 








LUXACOPY 


the perfect office copy 
in I oO seconds! , 


¢ 
¢ 


neradent Wolf G.m.b.H. 


Manufacturers of Mechanical and Optical Apparatus 
Kieler Strasse 31-37, Post Office Box 301 
Wuppertal-Elberfeld Western-Germany 











For More Information Circle No. 219 
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over the track system. Rails are 4” steel 
in 2” high channels for excessive strength 
and trueness. Lens and filmholder are con- 
structed for rigidity and parallel. A pair 
of 300w, 2000-hour reflector floodlamps, 
in 360° gimbel sockets, are set inside each 
of two reflectors mounted on 1” square 
tubing which minimizes the possibility of 
shaking or fluttering of reflectors and light. 
mised once the lamps and reflectors 


are set, they should never require reposi- 
tioning Camera’s 18” x 24” stationary 
copyboard has two adjustments: one for 
regulating pressure of plateglass cover 
against sponge rubber mat; the other for 
adjustment of parallel from left to right 
or front to back. Stay-flat filmholder and 
copyboard mat are ruled in %” incre- 
ments in four directions from the center 
and sence to each other for ne reg- 


Waiting for the mail 


encourages water cooler conventions! 


W 


WW 
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On office time, too! Work doesn’t 
really get under way in most offices 
until the morning mail is opened and 
distributed. A MailOpener can start 
your business day earlier, save time, 
speed routines. 

e Opening mail by hand is slow, 
time taking, inefficient. A MailOpener 
trims a hairline edge off any size or 
weight of envelope, easily, swiftly, 
leaves contents intact. Big time saver 
in even the small office. Three models, 
electric or hand. 

e Call any Pitney-Bowes office for a 
demonstration, without obligation. 
Or write for free illustrated booklet. 
FREE: Send for handy desk or wall chart of 


latest postal rates, with parcel post map 
and zone finder. 


Pitney-Bowes 
MAILOPENERS 


Pitney- Bowes, Inc. 

3461 Walnut Street, Stamford, Conn. 
iginator of the postage meter... 

139 ‘en in U.S. and Canada, 

For More Information Circle No. 274 








HAMILTON 


STUB-SET 
FORMS 


Yes, Hamilton makes it so easy. 
Just a snap on the perforated 
border and your multi- 

copy carbon forms are 

quickly separated. 

Write for samples and prices on size 

ond number of copies you require. 


(Also available on NCR 
NO-CARBON paper) 


© Thumb control 


*® Hinged writing plate 
© Storage compartment 


Write for quantity prices 





For More Information Circle No. 275 


istration. Mat is lined on one side, white- 


| on-black, for positioning copy for regular 


litho work; reverse side is lined, yellow-on- 
white, for Ektalith and Gevacopy. Acces- 
sories include stand and vacuum back, 
pump and motor, xerographic and Ekta- 
lith adapter heads. For More Information 
Circle No. 130. 


ADDING MACHINE 


American Office Equipment Co., 24 
East 21st St., New York 10, N. Y., an- 
nounces the Elite Adding Machine with 
full keyboard and direct subtraction. The 
lightweight, portable machine has a re- 


| peat key for multiple additions, is at- 


tractively designed and finished, and offers 
perfect mechanical operation. Retail price 
is only $49.50 plus tax. Dealer inquiries 
are invited. For More Information Circle 
No. 170. 


OFFSET WORK TABLE 


A. B. Dick Co., 5700 W. Touhy Ave., 
Chicago 48, IIL, announces an Etch and 
Work Table (No. 1-3540) for use with any 
of the firm’s Models 350-360 series offset 
equipment. Table has a 14” x 19” work 
surface that will hold plates, masters or 
operating supplies right on the machine. It 
easily swings out of the way when it be- 
comes necessary to load the feed stack. 
The Etch and Work Table is constructed 
of heavy gauge steel with a frost green fin- 
ish to match the offset machines. To pre- 
serve finish and appearance, fittings that 
are frequently handled are chrome or cad- 
mium plated. For More Information Circle 
No. 127. 
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“More than pays for 


itself”—says my boss 


MACEY 


COMPANY 
A subsidiary of 
HARRIS- 
INTERTYPE 
CORPORATION 


HARRIS 


INTERTYPE 


CORPORATION 


Ped 4 a loam oe] By ge) | 


“Hand collating was costing us real money in over- 
time. I couldn’t get out our reports, price lists and 
data sheets fast enough. Now, with our Maceymatic, 
I can collate up to 1000 sets of two to eight sheets 
(5 x 8” to 9 x 12”) in 30 minutes or less. It staples 
them, too. And it’s not much bigger than a desk. 
Of course we don’t use it all the time. Even so, the 
boss says it more than pays for itself.” 


Macey Company, 13829 Enterprise Ave., Cleveland 35, Ohio 


Will the Maceymatic Collator pay for itself in my office? 
Show me. 


ee 
Company___ 
art ERR 
City and State 





For More Information Circle No. 236 
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On this adding machine, you see mistakes before they happen 


Notice the littke window above the key- 
board? No other ten-key adding machine 
in America has it. This “Check Window” 
allows the operator to see her mistakes 
before she makes them. 


Other ten-key adding machines are “blind.” 
The operator can’t tell what figures she 
has entered until they’re added or printed. 
And then it’s too late. But on the Friden 
Model ACY adding machine, the Check 
Window dials let the operator verify the 
entry —or correct it — before it’s added 
or printed. The result? Significantly fewer 
mistakes, and less time wasted. 


Accuracy- plus speed, versatility and down- 


right ruggedness- make the Friden ACY 
your wisest choice in adding machines. Call 
your local Friden Man or write: Friden, 
Inc., San Leandro, California. 


THIS IS PRACTIMATION: automation so 
hand-in-hand with practicality there can be 
no other word for it. 


© 1961 FRIDEN, INC. 


Iriden 


Sales, Service and Instruction Throughout the U.S. and World 


For More Information Circle No. 230 
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STEEL SHELVING 

Columbia - Hallowell Div., Standard 
Pressed Steel Co., Jenkintown, Pa., -makes 
Erectomatic shelving which 
floorspace savings due to its shelf adjust- 
ability feature. Lapped and spot welded 
corners on the shelves, plus vertical shelf 
adjustment on 112” centers instead of the 
former 3” centers, are refinements that 
allow Erectomatic to meet constantly 
changing storage needs. For users with 
an essentially static storage situation, 


Hallowell Nut and Bolt fixed-position 
shelving is available. The addition of 
Clip-Type Erectomatic shelving to the 
Hallowell line provides shelves that adjust 
quickly and easily without the full weight 
supporting strength supplied by the Erecto- 
matic shelf supports running the full depth 
of the shelves on both sides. Substitution 
of the shelf clip supports at the four cor- 
ners provides adequate strength for most 
shelf loads. All structural components of 
Erectomatic and Clip-Type shelving are 
the same—shelves, posts, side and back 
panels. The only difference is the substi- 
tution of the one-piece clip in the Clip- 
Type for Erectomatic’s full depth shelf 
support. Erectomatic and Clip-Type 
shelves can be combined and interchanged 
within the same shelving unit. For More 
Information Circle No. 156. 


SCREEN TINTS 
Rolcor Products, Inc., 133 Prince St., 
“New York 12, N. Y., manufacturer of 
Rolcor Screen Tints, announces that screen 
rulings of 65, 85, 100 and 110 lines are 
now available, in addition to their regular 
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provides | 


finding and filing 
takes just 
Seconds § 











— 

with BARKLEY TAB GUIDES 
Modern offices use Barkley Tab File 
Guides because they make the job so 
easy. How? Well, each tab is both 
angled and magnified—takes only a 
glance to find the file you want. And 
Barkley Tabs are durable—stand up 
under constant use for years. The next 
time you make up your supply list... 
be sure to add Barkley Tab File Guides 
... at the top. 


At all leading stationers. 
C.L. BARKLEY & CO. 
1220 W. VAN BUREN ST. e CHICAGO 7, ILL. 


For More Information Circle No, 307 








GLIDER All Steel Vertical 


BLUE PRINT 
FILES 


fom ele 
ce lelismmas @! 


Write for free literature 
MOMAR _O... diuiikiies 
4176 Montrose Ave Chicago 41, Illinois 
For More Information Circle No. 308 
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screen rulings of 120, 133 and 150 lines. 
The new rulings are made on 20” x 24” 
film base in approximate values of 20, 30, 
40, 60, 70 and 80%. Priced economically 
enough to be cut up and used once, all 
Rolcor Screen Tints are guaranteed to be 
uniform. For brochure, Circle No. 176. 


FILE GUIDES 
Jack Silber Co., 1050 Atlantic Ave., 


Brooklyn 38, N. Y., offers file guides that 


are rotary cut, both at top and bottom, to 
eliminate burrs and permit smooth rid- 
ing along the file drawer rod. It also is 
said to prevent “nicking the fingers” when 
touched along the top. This is one of a 
line of 25-pt. green pressboard guides and 
folders manufactured by Silber. For More 
Information Circle No. 159. 


CONTROL BOARD 


Conley, Baltzer & Steward, Rol-a-chart 
Div., 494 Jefferson St., San Francisco 9, 
Calif., announces the Rol-a-chart Jr. visual 
control board for production control and 
scheduling of orders. Its compact size 
makes it suitable for executive use in 
setting up appointments or reservations. 
Sales managers use it to schedule calls, 
quotas and contests. In the advertising 
department it is useful in keeping track 
of space schedules and production. In 
the tab room it is effective for assigning 
machine time. Rol-a-chart Jr. consists of 
a stationary index and an endless, trans- 





WE ASKRED THESE 
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parent, plastic sleeve that moves across 
a fixed grid. Entries are made with a 
marking pencil and removed with a cloth. 
As plastic sleeve is turned ahead each day 
or week, all schedules automatically move 





up. Unit is 21%” wide, 14” high and 15%” 
deep; weighs 3 Ibs. and is finished in gun- 
metal gray plastic trim. It has index space 


for 40 vertical entries. Plastic sleeve pro- 
vides space for 154 quarter-inch spaces 
horizontally. Can be hung on the wall, 
used at a desk, or carried to meetings. 
Complete with red and black pencils and 
extra leads for $24.50 f.o.b. above. For 
More Information Circle No. 173. 


VERTICAL TAB CARD FILES 


Diebold, Inc., Canton 2, Ohio, makes 
Diebold Vertical Storage Files for vertical 
tab card trays. These provide maximum 
storage capacity in minimum space. Avail- 
able in two sizes to accommodate seven 
vertical processing trays (21,000 card 
capacity) or 14 trays (42,000 card capac- 
ity), units can be quickly and easily bolted 
together. Both seven- and 14-tray units 
can be combined to form lengths in 
multiples of 26”. Because the files project 
less than 9” from the wall, corridors and 
other areas not usually suitable for storage 
can be used. Sections can be used as 
room dividers and units within a vertical 























CHARMING GIiRLS: 


What famous 
papers work 
better for you... 
and help you 
do better 

work for your 


bosses 


For More Information Circle No. 312 
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stack can be reversed for accessible storage 
on either side. Files permit inward tray 
positioning when desired to protect cards 


from dirt and damage. Trays are easily 
removed from file yet a live rubber safety 
lock prevents tray tipping and accidental 


card spillage. Each file unit has a full- 
width label holder so that tray location is 
visibly identified at all times. A base 
section is available to raise units above 
floor level and help protect cards from 
damage during cleaning operations. For 
More Information Circle No. 117. 


CONTROL BOARD 


Methods Research Corp., 105 Willow 
Ave., Staten Island 5, N. Y., makes visible 
controls for transportation, traffic and 
trucking operations with changeable mag- 
netic units. The Visual Magnetic Control 
System can be used to control the loca- 
tion of trucks, schedule truck loading and 
routing, control driver personnel, etc. The 
same system can be used to control rail- 
road cars, planes, etc. The magnetic 
steel board firmly holds the visual ele- 
ments until they are deliberately moved. 
Elements include magnetic card holders, 
self-adhesive tapes, colored plastic bars, 
identification stickers and magnetic arrows 





NEKOOSA BOND 
.. the nation’s favorite 
for letterheads and = 
forms. Comes in w - 
and twelve colors. some 
ing envelopes available. 


NEKOOSA-EDWARDS PAPER COMPANY * 


NEKOOSA MIMEO 


-+.is “pre-tested” to as- 
sure proper ink absorp- 
tion, strength and opacity. 
Will not curl nor wrinkle. 
In white and six colors. 


NEKOOSA 
DUPLICATOR 

performs perfectly on 
liquid or gelatin process 
machines. Gives brighter, 
cleaner copies - - - 
longer runs from master. 
White and seven colors. 


*++Made for 


a 
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NEKOOSA LenceR 


n, : 
with or machine , pen, pencil 


PORT EDWARDS, WISCONSIN 
For More Information Circle No. 312 4 


and other graphic symbols in a variety of 
sizes and colors. For More Information 
Circle No. 178. 


ELECTRIC STAPLER 


Staplex Co., 775 Fifth Ave., Brooklyn 
32, N. Y., announces a special contact 
mechanism on the Model S-54 Electric 
Stapler which allows stapling as many as 
25 sheets of regular stationery many times 
faster than a manual machine and with 


The S-54 operates on 
110-125 volts AC, with 44%” depth. It is 
also available for DC and 220 volts. No 
complicated internal parts or motors are 


1/10 of the effort. 


needed for its operation. A solenoid does 
all the work. For More Information Circle 
No. 153. 





. 
ganuveuseer™ 


OLD 
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Koosh MANIF 
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veya ‘multiple ee 
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White and st 


NEKOOSA OFFSET 

due for your small offset 
equipment. Goes through 
presses fast and smooth... 
without curl or wrinkle, 
In white and eight colors 
—in a variety of finishes, 


Nekoosa 

Papers...in 

new end-opening 
protective carton... 
are available through 
your Nekoosa Paper 
Merchant or 
stationery supplier. 


“VUehoosa. 


PAPERS 


... for use a8 
in Ozalid an 
diazo machines. 


NEKOOSA FAX 
_for use in the E 
Verifax” Copier. 


d Bruning 


astman 


MILLS AT PORT EDWARDS AND NEKOOSA, WISCONSIN, AND POTSDAM, NEW YORK 


For More Information Circle No. 312 
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centralize 
all copying here 


Master-mind control panel operates the new 
PHOTOSTAT 10.14 Photocopier. For quality 
copies and volume production, for versatility, 
speed and economy—this new copier has noequal ! 
Perform all these jobs quickly, economically: 


e Reduce records without microfilm 

e Route incoming mail to all concerned 

e Get enlarged copies from microfilm with op- 
tional PHOTOSTAT Microfilm Enlarger 
Print regular status reports from index card 
panels 
Portray alternative elements in plant and office 
layouts 


PHOTOSTATe«—the most respected name in graphic reproduction 
EQUIPMENT AND SUPPLIES — MICROFILM * OFFSET * PHOTOCOPY * COPIER 








2C-2:TO 
Please send detalis of: 


op JRAL ILMING [( OFFSET DUPLICATING 
(0 PROJECTION PHOTOCOPYING [J OFFICE COPYING 


ae | PHOTOSTAT CORPORATION 


ROCHESTER 3.N.Y..A SUBSIDIARY OF Itek CORPORATION 





For More Information Circle No. 359 
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POSTAL IQ QUIZ 


Pitney-Bowes, Inc., 49 Crosby St., Stam- 
ford, Conn., offers free quiz booklet, “How 
Do You Measure Up on Postal Know- 
How?” Issued as a service to mailers, 
booklet quickly points up key facts of 
helpful postal knowledge and briefs reader 
on dozens of ways to get the most for his 
postage dollars and cents. For example: 


one suggestion tells how to help get mail 


delivered a day earlier. There are seven 
tips on situations where a less expensive 
class of mail can fit the need as well as 
the one commonly used. Five hints dis- 
tinguish seemingly similar postal services, 
and there are 22 little-known facts about 
cutting costs while speeding up every-day 
office mail. Pitney-Bowes also has a final 
tip on how “even the smallest firm” can 
use metered mail. For a copy, Circle No, 
163. 
CALCULATOR 

Comptometer Corp., 5600 Jarvis Ave., 
Chicago 48, IIl., describes a calculator 
that automatically accumulates grand 
totals while computing net totals, the 
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Comptometer Duplex Model 12D. This 
machine has twin dials, one of which stores 
or “memorizes” totals transferred to it 
from the other dial. The Duplex Comp- 
tometer has key drive direct action with 
instant results in the answer dial without 
operation of other bars or keys. Addi- 
tion, subtraction, rounding off and full 
cent conversion can all be continuously 
shown in the accumulating memory dial 
through the use of two convenient control 
keys. For a free copy, Circle No. 167, 


BILLING TECHNIQUES 


Charles Bruning Co., 1800 W. Central 
Road, Mt. Prospect, Ill., shows how to 
eliminate all repeat writing in order-bill- 
ing in a booklet which explains that, re- 
gardless of how many shipments are made 
against the same order, order processing 
and invoicing can be done from one basic 
writing. The techniques outlined are ap- 
plicable to any type of product, marketing 
method or internal office procedure, such 
as order billing, service order billing, state- 
ment billing and order billing in Teletype 
networks. Application of the techniques 
is said to result in substantial dollar sav- 
ings from elimination of transcription 
errors, and drastically reduced clerical 
work. Any number of sharp invoice and 
shipping copies on white or colored paper 
can be reproduced by Bruning’s Copyflex 
from the same original for only ic per 
814” x 11” sheet for materials. For this 
booklet, Circle No. 164. 


Luxo Lamp Corp., Dock St., Port 
Chester, N. Y., offers a four-page catalog 
describing and illustrating its line of in- 
candescent, fluorescent, combination and 
magnifying lamps. Luxo lamps are port- 
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Troubles—with the 


destroyit 
office paper shredder 


For more information see your dealer or write 


MICHAEL LITH sales corp. 
145 West 45th Street, New York 36, N. Y. 
@ Dealer: Write For Profitable Sales Plan. 

For More Information Circle No. 272 


| oratories. 
| ent lengths and colors with brackets, bases 
| or stands to permit them to be positioned 











CHECK WRITER 4 . 


Indelibly Prints 
Just the same 

as a big 
machine Fa 
costing up © 
to $500.— 


NIPPO MACHINE INDUSTRY CoO., LTD. 
Tenjin-cho-Nishi-ku, Yokohama, Japan 











For More Information Circle No. 273 
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| able, functional and precision-made of 
quality materials, for use over office 
| equipment, assembly and inspection bench- 


es, machinery, drafting tables and in lab- 
Lamps are available in differ- 


anywhere. All Luxo lamps are UL and 
CSA approved. For catalog and prices, 
Circle No. 171. 


PHOTOCOPY PRODUCTS 


Peerless Photo Products, Inc., Shore- 
ham, N. Y., offers a four-page brochure 
which describes the 33 industrial photo- 
copy products produced by Peerless. Print- 
ed in two colors, the brochure divides the 


| Peerless silver-sensitized photocopy line 


into three basic groups: slow contact, 
standard contact and projection speed 
papers and cloths. These categories in- 
clude photocopy products, which can be 
handled in normal room light for reflex 
printing in almost any type exposing unit, 
to high speed projection papers for stat 
and process cameras. In addition to prod- 
uct descriptions, three charts give sug- 
gested uses for the various materials. 
Information as to the sample packages 
available is also included. For free bro- . 
chure, Circle No. 166. 


COLLECTION SYSTEM 


Transo Envelope Co., 3542 N. Kimball 
Ave., Chicago 18, IIl., announces the 
Transo Collection System which consists 
of four window envelopes and forms. De- 
signed for smaller businesses and profes- 
sional men, the system is said to have im- 
proved collections by as much as one-third 
to one-half. It provides for a simple, fast, 
low-cost method of collecting from slow 
payers. For free samples, Circle No. 155. 


ALMANAC DATE BOOK 


Manpower, Inc., 820 N. Plankinton 
Ave., Milwaukee, Wis., offers an “olde 
fashioned” businessman’s almanac and va- 
cation calendar. In addition to the stand- 
ard calendar, which provides space to list 
appointments, there are sections on the 


| use of office equipment and supplies; 
| moving, shipping and storage of items, 


Tue Orrice—February, 1961 





This Erase-O-Matic magnetic dictation 

belt can be re-used literally hundreds 

of times. Offers you tremendous sav- 

ings compared to ordinary grooved 

belts and discs, which can be used 

only once. Perfect dictation and tran- 

scription every time. For a demonstra- 

tion, see the Yellow Pages under “dic- COMPTOMETER 
tating machines, Comptometer,” or CORPORATION 

write Comptometer, Dept. 0-2, 5600 BUSINESS MACHINES + BUSINESS FORMS +¢ GOLF EQUIPMENT 
Jarvis Avenue, Chicago 48, Illinois. COMMUNICATION EQUIPMENT * ELECTRONIC EQUIPMENT 


For More Information Circle No. 364 


dictation 


belt... 


pays for any 
Comptometer 
dictating | 
machine 


ee ee ee 





and a section on maintaining efficiency 
during an office emergency. The vacation 
schedule includes space for listing dates 
and length of employee vacations and re- 
quirements of temporary workers to sub- 
stitute for them. Employers will be inter- 
ested in the due dates for taxes in a section 
which lists all necessary information for 
filing employee receipts, withholding taxes 
and social security payments. A run-down 
on the actual cost of a $1.50 per hour 
employee lists the high rate of fringe 


benefits and rising expenses of interview- 
ing, advertising for, and screening em- 
ployees. The principal marketing areas 
of the nation are also included as a help 
in planning for advertising, distribution 
and branch offices. For your copy, Circle 
No. 168. 


VERTICAL TAB CARD TRAY 


Tab Products Co., Dept. T, 995 Market 
St., San Francisco 3, Calif., offers an eight- 
page brochure on 





NOW! complete payroll records 
with one writing 


its Tabtray Filing 
System for vertical 
handling of ma- 
chine accounting 
cards. The Tab- 
tray, indexed at 
either or both 
ends, allows fol- 
low-block to be 
inserted anywhere, 
facing either way. 
Unit stands on 
either end, unsup- 
ported. Plastic 
bound steel springs 
of card controller 
grip tray walls to 
provide even com- 
pression. Other 
units in the firm’s 
line include a four- 
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without using messy carbons 


This new Multi-Rite® Comet Payroll System uses NCR (No Carbon 
Required) Paper to complete all your payroll records with only one 
writing. 

You get clean, clear, smudge-free entries on Check, Payroll Jour- 
nal, and Earnings Record. All with one writing. The system also 
provides a check for both Payroll and Accounts Payable use— 
perfect for small and medium-size concerns. 

No chance of transcription errors. No messy carbon paper to 
handle. 

Find out how easily your office can switch to this low-cost, time- 
saving method of payroll handling. Mail this coupon today. 


YAWMAN & ERBE, C. E. Sheppard Co. Div. 
44-11 21st Street, Long Island City 1, N.Y. 


Please send me full details about your new Multi-Rite Comet Payroll System. 
Name Pe ee 

RII srecenticeccrtn one veaaisalilil tai. Fadia teed ; 

I acs a gored ei ke 


B, eeosnin teins 
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shelf and a pyra- 
mid truck. Both 
accept an optional 
rack holding 14 
trays suitable for 
use on desks and 
tables, as well as 
on top of the 
trucks. The firm’s 
line of open refer- 
ence files also ac- 
cept Tabtrays. 
These and other 
products are de- 
scribed and _ illus- 
trated with prices. 
For the brochure, 
Circle No. 186. 


Tue Orrice—February, 1961 








Famous Heyer Conqueror Spirit Duplicator.. 
y q P P 
prints hundreds of copies quickly. . . automatically 


Here’s spirit duplicating at its easiest and best! At the touch of a lever, the 
electric Heyer Conqueror Spirit Duplicator feeds, prints and counts 330 copies 
in 3 minutes—and shuts off automatically when the last sheet is fed. 

Everything is done automatically, leaving you free to do other work at the same 
time. Write, type, rule or draw on a master. Use as many as 5 colors. Conqueror 





Duplicators will print them in perfect register in a single 
operation. New Sheet Separator Feed, with Adjustable Feed 
Wheels and Feed Tension Control, assures positive, non- 
skip feeding of thin papers to cards—even newsprint— 

from 3” x 5” to 9” x 15” in size. 

Here’s a machine that quickly pays for itself! 
For those whose needs are occasional, a 
hand-operated model is also available. 
And, most interesting of all, prices of 
Heyer Conqueror Duplicators are much 
lower than you’d expect 





Sheet separator feed 
Vastly improved Sheet 
Separator Fingers 
eliminate side retainers 
and tricky adjustments. 








Counts as it prints 
Shows exact number 
of copies printed 

... quickly re-sets 
to zero. 





= . . e/ 
Adjustable feed wheels Feed tension control Unique feed drive 
Contact paper at outer Assures non-skip Nationally honored 
edges for positive feeding, lightweight for engineering 
forwarding one sheet papers to cards— excellence, smooth 
at a time. even newsprint. forward motion. 








1821-B 
HEYER INC. Cunene 23. Tints” een 


i€ Please send my FREE Personalized Memo 
Pad and information about a ONE WEEK 
FREE TRIAL of a Conqueror Spirit Duplicator. 





NAME 


“COMPANY 





ADDRESS 





CITY ZONE STATE 


For More Information Circle No. 218 
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Data Processing Conference 


Expert analysis of new developments in 
equipment and systems which enable data 
processing to create savings and profits 
will be a feature of the American Man- 
agement Assn. 7th annual data processing 
conference and exhibit at the Statler- 
Hilton Hotel, New York, March 6-8. 
About 1000 executives concerned with 
data processing are expected to attend the 
conference and exhibit. The conference 
will discuss in detail the economics of elec- 
tronic data processing with emphasis on 
operating methods. 


Bostock Heads NASS 


Harold V. Bostock, manager, employees’ 
suggestion system, Illinois Central Rail- 
road Co., was elected president of the Na- 
tional Assn. of Suggestion Systems at the 
group’s 18th annual convention in Phila- 
delphia, Other officers elected were: Don- 
ald W. MacLean, supervisor, suggestion 
program, Ford Motor Co., as first vice 
president; Paul E. Beech, personnel mana- 
ger, Peoples Natural Gas Co., as 2nd vice 
president; Wallace H. Egbert, suggestion 
and safety manager, Mead Johnson & Co., 
as secretary; and Andrew E. Smith, Gen- 
eral Motors Corp., as treasurer. 


NOMA Education Conference 


National Office Management Assn. an- 
nounced a business education conference 
in Washington, D. C., March 16-18. 
NOMA’s first such workshop, it will open 
with a general assembly, followed by 
workgroups of eight persons, six from 
business education and two for business 
management, throughout the three-day 
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period. An outstanding industry figure will 
moderate each session and, at the conclud- 
ing general assembly, will summarize re- 
sults. 


Stop Acting Like a Boss 


Management must allow subordinates 
to grow, according to S. Vincent Wilking, 
vice president of Barrington & Co., who 
told the Dayton chapter of Society for 
Advancement of Management last month: 
“Managers must give more than lip serv- 
ice to the idea that their own growth and 
the growth of their company depends on 
how well their subordinates grow.” The 
organization-man cult is fostered by bosses 
who set themselves up as a court of last 
appeal. Stop acting like a boss and con- 
centrate on helping subordinates perform 
on their own. A weak manager is afraid 
to try this, Mr. Wilking stated, because he 
fears some bright youngster may grow into 
his chair. The competent executive knows 
that managing is a professional skill which 
gets the most out of subordinates. Such 
executives are boosted by the growth of 
their underlings and their companies, in 
turn, experience the growth necessary to 
stay competitive and profitable. 


Stock Quotation Network 


The American Stock Exchange an- 
nounced purchase of a communications fa- 
cility and data processor which, in two 
years, at a cost of $3 million, will provide 
investors with a complete quotation net- 
work and the first commercial application 
of a combination voice-produced and 
print-out reporting technique. The quo- 
tation range and volume procedure only 
uses a part of the Telefile data processor 
designed by Teleregister Co. to permit ad- 
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RIBBONS 


OVER 
(1000 vaRIETIES) 





Only Roytype has the famous Park Avenue Silk, the 
typewriter ribbon that grows old without growing gray. 
Plus over 1000 other different kinds of ribbons for every typewriter 
and tabulator you may use. 

The Roytype Park Avenue Silk is the best ribbon you can buy 
today. Here’s why: it has far more strength than cotton ribbons, far 
more ink-holding ability than the nylon ones. You save because it lasts. 

And it’s just one of the over-a-thousand different quality ribbons we 
can offer. We’ve got them to fit every typewriter and tabulator made 
—and any budget, too. 

Which ones are best for you? Ask your Roytype representative to 
help you choose. He’s got a full stock of office supplies and a whole lot 
of knowledge. Call him. He’ll be there next to immediately. 


Send us the handy coupon 





61H 


ROYAJ, "Royal McBee Corp., Port Chester, N. ¥. . 


A complete line Gentlemen: Please have our Mr. Roytype help us 
of business supplies select the proper ribbon for our needs... and bring a 
free sample of new Creamee Hand cleaner. 


... expert help 
... and the fastest Name 
service, too. ec 


ROYTYPE 


For More Information Circle No. 217 
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MACKINAC 


JYOB-READY 


BUSINESS PAPERS 
a4 


Most complete line of business papers for office uses 


MACKINAC Job-Ready BUSINESS PAPERS 
are designed for maximum efficiency on all modern 
printing and duplicating machines. Each of the 7 
grades, including Manifold and Vellum, has a 
printing surface especially prepared to give the 
best possible reproductions in the process for which 
it is made. Precision cut at the mill to sizes 
844x11 and 814x14. Vellum is made in 40, 50 and 
60+, White only. All other grades are made in 
brilliant White and six bright colors that match 
s: across the line. 


ame ey hy ae et Sold exclusively through Paper Merchants 


tions of the 7 Grades 
of MACKINAC FLETCHER 


papers: 


— — 
MACKINAC MANIFOLD PAPER COMPANY 


General Sales Offices: 20 N. WACKER, CHICAGO 6, ILLINOIS 
MACKINAC OPAQUE 


MACKINAC VELLUM Mill at ALPENA, MICHIGAN 
For More information Circle No. 352 
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dition of sub-systems in the future. Com- 
pleted system may be interrogated from 
anywhere within the U. S. and Canada, 
operate the ticker system, permit same-day 
comparisons of trades and do most of the 
American Stock Exchange clearing func- 
tions, and ultimately relieve member firms 
of much back office billing and other cler- 
ical procedures. 


Check Handling Film 


A new sound-strip film in full color 
which depicts a graphic story of Magnetic 
Ink Character Recognition is available 
through A. B. Dick products distributors. 
The film, “Language of the Sixties”, ex- 
plains the role of MICR in automated 
check handling and processing, and traces 
the steps involved in preparing checks for 
electronic sorting and posting. Interested 
groups can see it by calling the local 
A. B. Dick distributor to schedule a show- 
ing in advance, or writing A. B. Dick Co., 
5700 W. Touhy Ave., Chicago 48. 


NOMA Appoints Harvey 


R. B, Hodges, president, National Office 
Management Assn., appointed Mayo A. 
Harvey as the association’s representative 
to the X4 sectional committee of American 
Standards Assn. responsible for developing 
American office machines standards. Mr. 
Harvey is manager of office operations of 
General Foods Corp., White Plains, N. Y. 


Computer Controlled Buses 


London will be the first city to operate 
its buses according to timetables compiled 


by an electronic computer, if present 
progress on automatic timetable compila- 
tion is maintained. It should then be pos- 
sible to quickly produce schedules reflect- 
ing the changing requirements of pas- 
sengers. Members of London Transport’s 
electronic data processing unit and E.M.I. 
Electronics Ltd. have compiled and 
printed, on an Emidec 1100 computer, in 
30 seconds, a timetable for the simplest 
bus route, which would take a person at 
least an hour to produce manually in 
rough outline. 
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NABAC Continues Growth 


A total of 181 banks here and abroad 
became members of the Assn. for Bank 
Audit, Control & Operation during the last 
six months of 1960. This brings to 6125 
the total number of member banks. NABAC 
now in its 37th year, is the world’s second 
largest banking group with member-banks 
in 76 foreign countries as well as all 50 
states. It has 188 local conferences which, 
with a few exceptions, meet monthly and 
attract more than 14,000 bankers. NABAC 
stages five conventions yearly, four re- 
gional and one national. 


MICR in Britain 


London Clearing Banks’ adoption of the 
E13B type font, developed by American 
Bankers Assn., could herald a general 
world-wide common machine language. 
The MICR type is universally available 


Wide World Photo 


Mrs. Florence Chadwick of Newark, N. J., 
had that million-dollar feeling last month 
when she discovered that a $70.27 teller’s 
check, which she requested at a local 
savings institution, had been made out for 
$1,000,070.27. Here, she shows check 
as she returned it. 








pick the proven “profit” line of snapaparts 


*STANDARD+CUSTOM:STOCK 


jusiness forms 


Write now for latest dealership information 


plus our “Rush-Up 24-hour Quote Service” kit! 


OGERSNA 


BUSINESS FORMS 


P.O.BOX 10425 DALLAS 7, TEXAS 


For More Information Circle No. 251 








THE TRANSPARENT 
OFFICE CHAIR MAT 
THAT LETS 
FINE FLOORS BE SEEN 


we 
aa TEXSTAR PLAST 
A DIVISION OF THF TEXSTAR CORPORATION 
P. O. Box 1440°* Fort Worth, Texas 
Branch Office, Fort Wayne, Indiana 
Please send complete information on Floor Show 


NAME_ 
FIRM NAME 
ADDRESS. 
CITY. STATE 
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and not the province of any individual, 
corporation or country. Lloyd’s Bank be- 
came the first British bank to order high- 
speed sorting equipment when they or- 
dered a Burroughs Corp. document sorter. 


Service Companies Organize 


Leading American and Canadian com- 
panies in the computer and punched-card 
service field have formed the Assn. of 
Data Processing Service Organizations to 
maintain high performance standards and 
improve service to business and science. 
The new association is made up of com- 
panies which service clients through data 
processing centers, performing for a fee 
various tasks for businesses on their own 
premises. Newly elected president of the 
association is Romuald Slimak, manager, 
Remington Rand Univac Service Centers. 
Vice president is Z. V. Zakarian, manager, 
RCA New York Electronic Systems Center 
and treasurer is C. G. Green, president, 
Statistical Reporting & Tabulating Ltd., 
Toronto. W. H. Evans, Abington, Pa., is 
executive vice president. 


VARIGRAPH 





| COUNT ON 


OFFICE AIDS 
for quality in quantity! 


“BUILD UP’' HORIZONTAL DESK TRAY. 
Use singly, as a pair, or multi-level. 
Eliminates parts, posts and clamps. 
Interlocks exactingly. , 





| ——Model D. Occupies min- 


LETTERING INSTRUMENT. 


Flexible Steel Kleradesk 
Model 6V. Provides pro- 
tective place for papers. 


Flexible Steel Kleradesk 


imum desk space. 


Cuts Printing Costs — Speeds Production | 


et ‘ 


Now anyone can do clean, crisp lettering with a 
Varigraph. All you do is move a stylus along 
the letters in a grooved templet. More than 600 
variations in size and shape of letters from one 
templet. Letter with either pen or pencil on art- 
work or directly on paper offset plate. 


For complete information, write Dep!. O6 
VARIGRAPH, 845 W. Lakeside, Madison, Wis. 


For More Information Circle No. 318 
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“Capillary Action’’ 


Cato-Rack ; 
for Catalogs 
and Books 


Sectional 
Organizer 


Ideal 
Sanitary 
Moisteners 


No-Over-Flo 
Sponge 
Cup 


Handi-Pen 
Desk Sets 


| Write today for full information and prices. 


(2-1 Sengbusch Building 
Milwaukee, Wisconsin 


For More Information Circle No. 319 
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Bell & Howell Buys Baum 


Bell & Howell Co. purchased Russell 
Ernest Baum, Inc., Philadelphia manufac- 
turer of folding machines and its subsidi- 
ary, Liberty Folder Co., Sidney, Ohio, ac- 
cording to a joint announcement by Wil- 
liam E. Roberts, executive vice president 
of Bell & Howell, and Russell Ernest 
Baum, president of the folding machine 
company. The Philadelphia firm is one 
of the country’s leading manufacturers and 
distributors of automatic, precision folding 
machines, and also manufactures the 
folder used in the Post Office Department’s 
pilot Speed Mail development. The Baum- 
folder line of more than 100 models will 
supplement Bell & Howell’s office equip- 
ment line, which includes inserting and 
mailing machines, and microfilm equip- 
ment marketed by Burroughs Corp. Rus- 
sell Ernest Baum will remain with the or- 
ganization in an advisory capacity. His 
firm had been privately owned since its 
founding in 1912. 


Anken to Acquire Cormac 


Anken Chemical & Film Corp. and 
Cormac Photocopy Corp. have reached an 
agreement in principle for Anken to ac- 
quire operating assets and liabilities of 
Cormac. Consummation of the transaction 
will be subject to approval of Cormac 
stockholders. Cormac Chemical Corp., an 
affiliate of Cormac Photocopy Corp., is 
not involved in this transaction; nor is the 
investment stock of the chemical concern 
owned by the photocopy corporation. 
Cormac Photocopy Corp. distributes copy- 
ing machines and supplies nationally 
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through dealers and its own retail sales 
organization. 


Smith-Corona Executives e 


John Kolody was appointed director of 
advertising and sales promotion for Smith- 
Corona Marchant, Inc., Leslie C. Over- 
look, vice president, marketing, has an- 
nounced. He had been an account execu- 


John Kolody 


John T. Delaney 


tive at Benton & Bowles, Inc., New York, 
and was with General Electric, Schenec- 
tady, N. Y., as advertising account super- 
visor. Also announced was the appoint- 
ment of John T. Delaney as director of 
public relations. He was with Cunning- 
ham & Walsh, Inc., New York, as public 
relations executive assigned to the Smith- 
Corona Marchant, Inc., account. 


Two Monroe Officials 


Franc M. Ricciardi was named planning 
vice president of Monroe Calculating Ma- 
chine Co., a Div. of Litton Industries, 
Fred R. Sullivan, Monroe president an- 
nounced. Mr. Ricciardi, who has been 
planning director since 1958, continues as 
officer responsible for product evaluations, 
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EASY FAST INEXPENSIVE 
PLATEMAKING 


Rapid Printer LIGHT TABLES 
PLATEMAKERS BUILT RIGHT 


Ideal for small offset plates and duplicating PR, ICED RIGH T 


masters. Vacuum frame is on top, powerful Feature: highly polished, 
carbon arc lamp in the base. Makes perfect chromed, machined steel 
plates every time as only a carbon arc lamp straight edges on all sides, 
can, and clean, simple operation makes it adjustable; ceramic glass 


i Nt top; softly diffused fluores- 
the perfect machine for office and in-plant cent light; silver .hammer- 


reproduction departments. loid baked enamel finish; 
2 sizes: 17” x 23"; 21" x 25” with manual shipped completely set-up— 
or fully automatic arc control. no crating charges. 


; 5 sizes from 18” x 20” to 
Send for Bulletin A2300. 12" 263° Send for Bulletin 


A2170. 


General Office and Factory: 4110 W. Grand Ave. © Chicago 51, Ill. 
Sales and Service: New York * Los Angeles 


For More Information Circle No. 362 
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Remarkable new Accogrip 


This is an instant binder. It secures your papers yet you 
don’t have to punch holes. 


Secures as it organizes 


Accogrip is a spillproof desk — Lets — quickly 


put away any papers you work with. Yet keeps them 
readily accessible at your desk or work table. Holds one 
sheet or hundreds (up to %” capacity). Ideal for _let- 
ters, bills, memos, photos, reports, records, catalogs, 
blueprints, job sheets, legal or accounting papers—any 
size sheet. 


Grips papers instantly 
Opens and closes at a touch of the finger. Keeps papers 
instantly on tap. Grips without marring. 


Which style for you? 


Letter, legal or special sizes. Clamp positioned side or 
top. Genuine pressboard in a range of colors. At your 
stationer’s now. 


ACCOGRIP 


ACCO PUNCHLESS BINDER 


ACCO PRODUCTS: 4 Division of Natser Corporation, Ogdensburg, N.Y. e In Canada: Acco Canadian Co., Ltd., Toronto 
For More Information Circle No. 209 





appraisals of competitive positions and 
formulating the company’s long-range pro- 
grams. Andrew Anderson, former manu- 
facturing executive of Monroe, has re- 
turned to the company in the newly- 
created post of Bristol works manager, 
where he will be in charge of overall op- 
erations at Monroe’s expanded Bristol 
plant. Mr. Anderson first came to Monroe 
in 1927 as an industrial engineer at Or- 
ange, N. J., became chief industrial engi- 
neer two years later and in 1937 was.ap- 
pointed Orange plant manager. 


C. Howard Hunt Buys Peterson 


George E. Bartol III, president, C. How- 
ard Hunt Pen Co., Camden, N. J., an- 
nounced purchase of Peterson Mfg. Co., 
Sarasota, Fla. Peterson makes eyelets, 
ferrules and other metal stampings for use 
in the cosmetic, stationery and electronic 
fields. It will continue as a subsidiary of 
C. Howard Hunt, manufacturer of Boston 
Pencil Sharpeners and Speedball products. 


Two FMA Appointments 


Edward T. Freel 
FMA, Inc., El Segundo, Calif., and 


Washington, D. C., announced that Russell 
Ellsworth is its new director of customer 


Russell Ellsworth 


relations. For the past three years vice 
president and general manager of Data- 
graphic Systems, Inc. Mr. Ellsworth 
served for six years as vice president and 
general manager of Filmsort, Inc. FMA 
president George Fenn also announced an 
ISR Div. to provide customer services in 
the field of information handling problems 
and to assist customers in establishing 
automated systems. Edward T. Freel, 
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formerly of Datagraphic Systems, Inc., 
where he was director of marketing, will 
head the division as general manager. 


Royal McBee Names Doulton 


Charles W. Doul- 
ton was named gen- 
eral manager, east- 
ern division, of 
Royal McBee Corp., 
H. Carl Davis, sen- 
ior vice president in 
charge of market- 
ing, announced. Mr. 
Doulton, who will 
make his headquar- - 
ters in Stamford, C. W. Doulton 
Conn., will be responsible for eastern mar- 
keting of all products in the Royal office 
typewriter and data processing lines. He 
joined the company in 1949 as a salesman, 
and became manager of the Montreai of- 
fice in 1952. He was later named sales 
training director of the Royal McBee data 
processing division, and in 1959 became 
district manager in charge of data process- 
ing sales for the company’s New York 
office. 


Dictaphone Executives 


Two executive appointments in the in- 
ternational division of Dictaphone Corp. 
were announced by Lloyd M. Powell, 
president. Robert W. Belcher was named 
general manager of the company’s inter- 
national division, and Clement Shread 
managing director of Dictaphone Co., Ltd., 
a wholly-owned British subsidiary. Mr. 
Belcher joined Dictaphone in 1947 as a 
member of the New York sales staff. In 


Clement Shread 
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correction Tape! 


~~ 
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Typing fluid masters used to put me in 
nervesville. My normally agile fingers 
would start vibrating like rubber bands 
as I got halfway down the page. Then 
aaagh! A mistook. A few errors like that 
and I wound up black and blue. Fin- 
gers, hands, face, clothes all black and 
blue. And, a mental outlook to match. 
Then happy day! Our little office supply 
man saw my plight. He said, ‘Girlie, 
why don’t you try Avery Correction 
Tape? They use it in nearly all the big 
offices. You just press it on over an error, 
like so...then type on, like so...! It’s 
fast, neat, clean. You don’t worry about 
making a mistake, so naturally you 
make fewer mistakes. Go ahead, try it. 
You'll save time and your sanity: ” 


Available in rolls ready to use in 1/6” , 2/6" 
and 5/6" widths in handy dispenser. Make 
clean corrections like this in seconds... 


The boss will like 7s. too. «« for it saves sao time 


and money. Ask for Avery Correction Tape tod. 

at your dealer, or from your regular office supply 
salesman — you'll like it! 

SPECIAL HINT—Avery Correction Tape also handy 
for blocking out errors on records in ink where 
erasures would ordinarily be made such as kardex 
cards. You can use it, too, for blocking out mate- 
rial to be photocopied 


a... 


i«4 


1, PRESS on reverse 
= of master over 


fet LAY IT ON with 3 
touch. 

2. TYPE CORRECTION 

with touch 


, us 
same carbon. Master 
stays in eee 





AVERY casee comrany, Div. 178 | 
117 Liberty St., * 608 So. Dearborn 3t., 

Chicago 5 « iste. sot California Ave., Monrovia, 

California © Offices in Other Principal Cities. j 
Please send FREE Samples of Avery Self-Adhesive: 

(CD File Folder Labels (0 Correction Tape 1 
(1) Tabulabels | 
My Name _ ae = 1 
MESS | CRIES IR 1 
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| ices for Smith-Corona Marchant, 


| 1949 he was assigned to executive respon- 


sibilities in the international division and, 
in 1953, went to London as managing di- 
rector of Dictaphone Co., Ltd. He re- 
turned to this country in 1957, where he 
has served in a variety of sales manage- 
ment capacities. Mr. Shread was formerly 
with Powers-Samas, Ltd., London, manu- 
facturers of accounting machines and com- 
puters, where he was director and home 
sales manager. He will be responsible for 
Dictaphone’s manufacturing and sales op- 
erations in Great Britain. 


Remington Rand Sales Post 

Joseph L. Sturdevant was named man- 
ager of commercial sales for the Reming- 
ton Rand Univac Div., Sperry Rand Corp. 
His responsibilities include sales and serv- 
ices of the division’s industry marketing 
group. Mr. Sturdevant joined the company 
in 1949 as a sales representative in Los 
Angeles, later became western retail spe- 
cialist for the Univac division. Early last 
year, he moved to New York, where he 
was named assistant general sales manager. 


Smith-Corona Names Two 


A. P. Wales 


E. L. Callahan 


Arthur P. Wales is now national sales 
manager, consumer products, and Edmund 
L. Callahan is director of marketing serv- 
Inc., ac- 
cording to an announcement by Leslie C. 
Overlook, vice president, marketing. Mr. 
Wales will be responsible for the sale of 
portable typewriters, registers and adding 
machines. He has been special assistant 
to the general sales manager, Smith- 
Corona Div. Mr. Callahan, who joined 
the company in 1955, will supervise branch 
office operations and administration, mar- 
keting research and sales statistics. 
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3M Sales Promotions 


Promotions in the sales organization of 
the duplicating products division of Min- 
nesota Mining & Mfg. Co. were made to 
keep up with the growth of sales of 
Thermo-Fax copying products and related 
lines, said D. M. Woodrow, general sales 
manager of the division. Melville E. Pot- 
ter, who joined 3M in 1950 and was sales 
manager for special accounts, is eastern 
regional sales manager with headquarters 
in St. Paul. He succeeds James F. Higgins 
who was promoted to sales manager for 
the division’s new line of visual products. 
John F. Cavan, an area sales representa- 
tive in Jacksonville, Fla., is now southeast 
area sales manager and will headquarter in 
Atlanta, Ga. He succeeds Warren J. Fay 
who had been southeast manager for three 
years and now is sales manager for sys- 
tems paper products in St. Paul. R. W. 
Radtke, who had been assigned to sales in 
the New York area, now is eastern area 
sales manager for the New York, New Jer- 
sey, Washington, Boston and Albany areas. 
Robert W. Keith, who for three years had 
been mideast area sales manager, was pro- 
moted to sales development manager for 
copying products in St. Paul. 


L. A. Salb, (center), president, Jasper 
Seating Co., Jasper, Ind., receives the 1960 
International Award in advertising com- 
petition of the Affiliated Advertising 
Agencies Network for the excellence of 
the Jasper catalog of Craftsmen chairs 
from Ralph M. Cronin, Keller-Crescent 
Co. advertising agency. George Meh- 
ringer, Jasper general manager, holds 
award-winning catalog. 
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DUX Precision Sharpener 
The Blade 

Makes the Difference 
The improved desk model with 
spill-proof receptacle for shav- 
ings. Sharpening unit made of 
lightweight white metal with 
famous Dux blade. Colorful 


cases. 

Available at all better station- : 

ery stores. Many other models. 
#3307 


59¢ each fT ocr 
' 


FRED BAUMGARTEN > 
— x v — Me Rg 3 i" 
1000 Virginio Ave., Atlanta6,Go 


For More information Circle No. 267, 





Controlled Front 
Feed Stop Gives 
Precision 
Alignment 
For fast, accurate 
ping of bottom 
line index on all 
visible cards 


10 Card sizes — $2.00 to $2.45 


PALSON MFG. CO. 
280 Main St., Worcester 2, Mass. 
For More Information Circle No. 268 


An Annual Roller Change—The Best 
TYPEWRITER LIFE INSURANCE 
Insist On A 
FUTURISTIC 
GALAXIE 


Platen 
Manufactured and Distributed to 
Office Machine Dealers by 
AMES SUPPLY COMPANY 
Contact your Local Typewriter Dealer 
For More Information Circle No. 269 
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DEALERS 
WANTED 





RR 


807 SO. 20th ST., BIRMINGHAM 5,ALABAMA 


For More Information Circle No. 270 
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Your operator can 
feed stock with both 
hands with this 
Foot-Control Floor Model 


Sptunth 
PAPER | DRILL 


ONLY 


*216°° 


A price where 
most bench 
models begin, 





Faster workflow. Positive 2- 
hand control of stock. Ideal for 
women operators. A real bind- 
ery drill. 


Write us for details. 

LASSCO PRODUCTS, INC. 
485 ‘Hague St. © Rochester 6, N. Y. 
Prices slightly higher in Canada 
and west of the Rocky Mts. 


For More Information Circle No. 261 
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| Craft to Bell & Howell 


| Alfred T. Craft 

| was appointed direc- 

| tor of Bell & How- 

| ell’s business ma- 

| chines division and 

| elected president of 

| Bell & Howell Phil- 

| lipsburg Co., wholly 

| owned subsidiary 

| and manufacturer of 
mailing and _ insert- 

| ing machines, it was 
announced by William E. Roberts, execu- 
tive vice president of Bell & Howell. Mr. 

| Craft will be responsible for all Bell & 
Howell activities in the business machines 

| field including microfilm equipment, mail- 

| ing and inserting machines, and recording, 

| storage and retrieval equipment for busi- 

| mess data processing. He had been vice 
president and general manager, eastern di- 
vision, Royal McBee Corp. Previously he 
had served as vice president, sales, data 





- AT YOUR COMMAND 


FOUR SCORE... AND MORE! 
EIOLLAND INE 
COLORS 


4 


Hoanom Hojtano 
INKS AANKS 
WRITE FOR OUR LATEST 
COLOR SWATCH BOOK 

UNIQUE LAYOUT SHOWS 2 COLORS & TINTS ON PAGE 
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ADDRESS 
CITY 


ATTENTION TITLE 
CI EQT: OFFSET COLETTERPRESS (CI) BOTH 
111250 CIWHITEN (1251 COLARGER PRESS 














For More Information Circle No. 347 
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processing division; general sales manager 
of this division; and regional sales man- 
ager, following field and manufacturing 
experience dating from his association with 
Royal McBee, in 1946. 


Brightwater Sales Manager 


Henry Guild, 
president of Bright- 
water Paper Co., 
Adams, Mass., an- 
nounced the ap- 
pointment of Wil- 
liam C. Newsom as 
sales manager and 
director of market- 
ing. Mr. Newsom is 
well known to mer- 
chants and users of 
cut papers through his former sales man- 
agement activities. His history is well 
rooted in the field of fine printing papers 
with experience that goes back to 1938. 
Brightwater manufactures quality sulphite 
business and printing papers, cotton fibre 
papers, Verifax copy paper and specialties. 


re 


William C. Newsom 


Maso Names Rissman, Burke 


Gerald H. Rissman was elected presi- 
dent of Interstate Metal Products Co., 
Chicago, manufacturer of Maso desks, 
stands, office equipment, and Interstate 
dinette furniture and cabinets. John F. 
Burke was promoted to vice president in 
charge of sales for the Maso office equip- 
ment division of Interstate, according to 
Louis W. Skobel, chairman of the board. 
Mr. Rissman had been vice president of 
Interstate Metal Products Co. and active 
in merchandising and sales management 
for the past 20 years. Along with his new 
duties at Interstate, he will continue as 
executive vice president of Waters Conley 
Co., producer of portable phonographs and 
electronic components. Mr. Burke has 
been in the office equipment field for over 
25 years and has served as sales manager 
of Maso for the past 20 years. 


Haloid Xerox Posts 


Stanley B. Wolff was named to the 
newly created post of manager of photo 
products sales, and Gabriel S. Carlin was 








clean, The Quik-Stripper, Jr. works with any 
holding stub-section plates. 

Don't make 
date, from 
Quik-Stripper, Jr. Sold 
with details. Write Addressing Machine 
Mission St., San Francisco 5, Calif. YUkon 2-2130. 


The Quik Stripper, Jr. 


REMOVES PLATES AND CARDS FROM 
ADDRESSOGRAPH FRAMES 


Strip plates and cards from frames quickly with this handy tool 
without fouchsog inky plates. Saves finger nails and keeps hands 

ik- kind of frame: 
small, medium or large—old style or new style—even frames 


late stripping a chore. Keep your work up to 
ay to day, by equipping each operator with a 
on 5-day approval. Send for circular 
Co. of Calif., 667 
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AUNDERS 


MFG. CO., INC. 


MANUFACTURERS OF DURALUMINUM 


HOLDERS 


FOR HANDWRITTEN 
BUSINESS FORMS 








P. O. Box 243, Winthrop, Maine 
WEATHERPROOF 


LIGHTWEIGHT 


SEND FOR 
NEW CATALOG 


For More Information Circle No. 262 
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Mr. Ira Wachtel, Office Mer. 
Ivel Construction Co., Brooklyn, N. Y. 


“The Dixon people call it ‘MARVELEAD.’ 
All I know is: DIXON TICONDEROGA 
pencils sure write smoother.” 


The Joseph Dixon 
Crucible Company 


JERSEY CITY 3, NEW JERSEY 


TICONDEROGA, N. Y.-MEXICO CITY, D. F. 
SANDUSKY, OHIO-NEW MARKET, CANADA 
___For More Information Circle No. 384 











MODEL 


Mail Cont! “s* 


Put efficiency in your 
mail operation! This 
double-deck pol- 
ished aluminum mail 
cart by Chesley lets 
your mail depart- 
ment categorize in- 
coming mail for 
quick, error-free de- 
livery. Lower basket 
for out-going mail. 
Both baskets are re- 


movable. 


BASKET “SIZE—(Upper) 17 "25x11; (Lower) 17 '/2x25x8 
FRAME—High Polished Aluminum © BASKETS REMOVABLE 
SHIPPING WEIGHT—33 Ibs. @ PRICE—-$47.50-@ TERMS 
1% 10 days, net 30 days @ F.0.B. Detroit 

File folders to fit guide bars — $.24 ea 


Write for free brochure — or, better still — order today! 


Chesley Industries, Inc. 


24777 Telegraph Road, Detroit 41, Mich. 
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to coast, by outstanding Business Forms 
O ‘dealers and systems analysts. 


O 
Write for name of your nearest 
O representative, O 


STEVENSON & SMITH, INC. 


La awanna P ace 
BLOOMFIELD, NEW JERSEY 


For More Information Circle No. 385 
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supply precision BRITISH made Parts and 
Tools direct to you ot LOWEST PRICES 


C2-201L. 


@ PROMPT AND EFFICIENT SERVICE GUARANTEED 
@ Send for our Illustrated Catalogue POST FREE 


TYPEWRITER SUNDRIES CO., LTD. 
140-148 BOROUGH HIGH ST., LONDON S.E. | 
For More Information Circle No. 387 





made general manager of the Xerox proc- 
essing laboratories of Haloid Xerox Inc., 
according to C. Peter McColough, vice 
president of sales. Mr. Wolff, who until 
recently was director of the government 
sales and distributor divisions, Olivetti 
Corp. of America, will have responsibility 
for developing and expanding the photo 
products sales program. Mr. Carlin will 
be responsible for the four present Xerox 
laboratories in New York, Boston, Chicago 
and Milwaukee. 


Aigner Appointments 


The appointment of Vernon J. Wiberg 
as sales manager, graphic arts division, 
was announced by C. W. Clemen, vice 
president in charge of sales for G. J. 
Aigner Co., Chicago. Mr. Wiberg has 
been a graphic arts representative for 11 
years. Also named to the graphic arts 
sales staff were Leonard Rempala and Don 
Adams. Both have been with Aigner in 
other capacities. 


Strathmore President 


Henry D. Johnston, vice president since 
1957 and a member of the board of di- 
rectors since 1951, was elected president 
of Strathmore Paper Co., West Springfield, 
Mass. Mr. Johnston succeeds F. Nelson 
Bridgham, former president, who will con- 
tinue as chairman of the board. Also an- 
nounced was the promotion of Bemis P. 
Wood from general superintendent to vice 
president in charge of production. Elected 
directors were Robert B. Clark Jr., man- 
ager of printing paper sales, and Peter G. 
Volanakis, manager of technical paper 
sales. 


Port Huron Warehouses 


Port Huron Sulphite & Paper Co., Port 
Huron, Mich., announced the establish- 
ment of two regional warehouses in Chi- 
cago and East St. Louis, Ill. to serve cus- 
tomers in the midwest and southwest with 
Huron Copysette and Huron One-Time 
Carbons. Another regional warehouse in 
Ridgewood, N. J., services the eastern sea- 
board. Additional warehouse facilities are 
being planned. 
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Some Day You May 
Wish You'd Bought This 


NEW 
Auto- Shred 


Do your business secrets leak out thru your 
waste paper baskets? Too often confidential 
letters, sales and accounting records, engi- 
neering data, specifications and business rec- 
ords of many kinds find their way into un- 
authorized hands— after someone thought 
they’d been destroyed. 
This new, compact, lightweight Auto-Shred 
is designed for your office. Case hardened 
steel slitters driven by a powerful 1/3 horse- 
power motor, convert correspondence, ledger 
sheets, sales-reports and other confidential 
records into 14” shreds even slicing thru 
paper clips and staples. It’s quiet — you’ll 
ardly know it’s aga | used. It has an auto- 
matic hopper that will take up to 100 sheets 
of paper at a time and > are hand feed 
for stapied, clipped, pinned or folded papers. 
It’s completely enclosed (positively safe) in 
a gracefully designed fiberglass case that 
matches the practical appearance of other 
office equipment. 


Write for catalog giving full 
information and 10 day free 
trial offer. 


SAA 3439-16 


INDUSTRIAL SHREDDER 
and CUTTER COMPANY 


103 Mill Street Salem, Ohio 
For More Information Circle No. 361 
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10 New Floor Models for ’61 


For 1961, Thomas Collators announce engineering and 
design advancements for their new line of 8, 10, 16, 20 
and 32-sheet floor models that help surpass their own 
outstanding record of achievement. New developments 
that permit greater operational efficiency . . . increased 
versatility . . . speedier set-up time . . . easier accessibility 
to working mechanisms. . . beautiful, new two-tone finish 

. more, much more! Spend the moment it takes to get 
the full story on how you can cut the high cost of gathering 
duplicated sheets into sets, improve morale, and effect 
considerable savings—Simply write: 


Me THOMAS COLLATORS INC. 


_. orld’s Leading Manufacturer of Collating Equipment 
DEPT. B, 100 CHURCH STREET, NEW YORK 7, N. Y. 


For More Information Circle No. 216 











[Netont Conference 


National Office Furniture Assn., Coliseum, 
New York, Feb. 23-26. 


National Stationery & Office Equipment 
Assn. Western Convention & Exhibit, 
Biltmore Hotel, Los Angeles, Feb. 24- 
26. 


Office Management Assn. of Chicago, 
Conrad Hilton Hotel, Chicago, Feb. 27- 
March 2. 


American Management Assn. Data Proc- 
essing Conference, Statler Hilton Hotel, 
New York, March 6-8. 


National Microfilm Assn., Sherman Hotel, 
Chicago, April 4-6. 


Office Equipment Manufacturers Exhibits, 
Coliseum, New York, April 17-21. 


American Society of Training Directors, 
Hotel Bellevue-Stratford, Philadelphia, 
May 1-5. 


National Office Management Assn., Kiel 
Auditorium, St. Louis, May 8-10. 


American Institute of Industrial Engineers, 
Sheraton Cadillac Hotel, Detroit, May 
11-13. 


Insurance Accounting & Statistical Assn., 
Biltmore Hotel, Los Angeles, May 14- 
17. 


New York Stationery Show, New Yorker 
Hotel, New York, May 14-19. 


National Society for Business Budgeting, 
Statler Hilton Hotel, Dallas, May 25-26. 


National Assn. of Accountants, Waldorf- 
Astoria Hotel, New York, June 18-21. 


National Office Machine Dealers Assn., 
Grossinger’s Hotel, Grossinger, N. Y., 
June 18-21. 


National Secretaries Assn., Biltmore Hotel, 
Los Angeles, July 19-22. 


National Society of Public Accountants, 
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Denver-Hilton Hotel, Denver, Aug. 28- 
Sept. 1. 


National Assn. for Bank Audit, Control 
& Operation, Conrad Hilton Hotel, Chi- 
cago, Sept. 11-13. 

National Stationery & Office Equipment 
Assn., Conrad Hilton Hotel, Chicago, 
Sept. 23-27. 

Life Office Management Assn., Shoreham 
Hotel,. Washington, D. C., Sept. 25-27. 

National Institute of Governmental Pur- 


chasing, Commodore Hotel, New York, 
Oct. 8-11. 


Systems & Procedures Assn, of America, 
Cleveland, Oct. 9-11. 


National Business Forms Associates, 
Americana Hotel, Bal Harbour, Fila., 
Oct. 23-26. 


National Business Show, Coliseum, New 
York, Oct. 23-27. 


American Institute of Certified Public 
Accountants, Palmer House, Chicago, 
Oct. 29-Nov. 1. 

Society of Reproduction Engineers, Bilt- 
more Hotel, Los Angeles, Dec. 2-5. 


EVENTS ABROAD 

Hanover Fair, Hanover, Germany, Apr. 
30-May 9. 

Institute of Internal Auditors, Queen Eliza- 
beth Hotel, Montreal, Canada, May 21- 
24. 

National Machine Accountants Assn., 
Royal York Hotel, Toronto, Canada, 
June 28-30. 

Business Efficiency Exhibition, Olympia, 
London, Oct. 2-11. 

Electronic Computer Exhibition, Olympia, 
London, Oct. 4-12. 
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Acco Products 

Acme Visible Records, Inc. 

Addo-x, Inc, 

Addressing Machine Co. of California 
Addressograph-Multigraph Corp, 
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All-Rite Pen, Inc. 
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Alias Steneil Fl i odo fad Ge wiats oo 74 
Atlas — Files Corp, See ent ory saetiman: e's : 


Barkley & Co.. c. SOS 
Baumgarten, Fred 

SF ee a ee eee 
Bentson Mfg. Co. 

Bergstrom Paper Co. 

Bevco-Precision Mfg, Co. 

Bohn Duplicator Co, ............... 
Bostitch, Inc. .... Malis acnsaes vale 
Brownville Paper Co. 

Bruning Co., Charles 

Sedna Electronics, Inc, 


Pp. 
Carter's Ink Co. 

Cashere Corp. 

Challenge otiieene Rs Sai, ureter aae 6 «cle tad 
CRUEOD CUO OE, cece sc cccccscccuwcceues 
Chicopee Mills. Inc. 

Cole Steel Equipm 

Columbia- Hallowell Division 

Columbia Ribbon & Carbon Mfg. Co. ........ 
Comptometer Corp. 
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Friden, Inc. 

Funk & Co., R. 


Gardner Stamp Co. 


Gates Acoustinet, Inc. 
Seneral Fireproofing Co. 
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German American Chamber of Commerce .... 
Graff Co., George B. 

Graphic Systems 

Griswold Duplicating Products Inc, 


Haloid Xerox Inc, 

Halverson Products Co. .. 
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Hardin Co., Milo 

Heller Roberts Mfg. Corp. 

Heyer Inc. 
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Office Management Assn. of Chicago 
Old Town Corp. 


Palson Mfg. Co. 
Paterson Parchment Paper Co. ................. 
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Photorapid Corp, 
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Pitney-Bowes, Inc, (Mail Opener) 
Pitney-Bowes, Inc. (Postage Meter) . 
Pitney- Bowes, Inc. (Tickometer) 
Plastic Binding Corp. 

Polyclair, Societe 
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Print-O-Matic Co. 
Pronto File Corp. 


Rapid Roller Co, 
Record Files, Inc. 
Recordak Corp. 
Regna Cash outlier. Inc, 
Remington Rand Division 
Rex-Rotary Distributing Corp. 
Reynolds & Reynolds Co. 
Rite-Line Corp. 
Roberts Rubber Co., Weldon 
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eae Business Forms 
O-Graphic Corp. 

Ross-Martin Co. 
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(Electric Typewriter) 
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Saunders Mfg. 

Scott-Rice Co. 

Scotty Engineering Co. 

Scriptomatic, Inc, 

Sengbusch Self-Closing Inkstand Co. 
(Desk Tray) 


Sengbusch Self-Closing Inkstand Co. 
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Shredmaster Corp. 

Smead Mfg. Co. 

SenitipGorens Marchant, Inc. 
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Speed-O-Print Corp, 

Standard Packaging Corp. 
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Statikil, 

Stevenson & Smith, Inc. 
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Tab Products Co. 

Teletype Corp. 

Texstar Plastics Division 
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Typewriter Sundries Co, 


Underwood Corp. 
United States Envelope Co, 
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How to Keep Track of Every Key 


TELKEE simplicity tags and num- 
bers keys, in order. Visible index 
identifies keys by lock location, 
number, description. 


TELKEE convenience shows all 
keys at a glance. Locates loaned 
or assigned keys instantly. Saves 
time, saves money. TELKEE se- 
curity provides complete continu- 
ous record of all keys issued. Key 
identities known only to author- 
ized personnel. 


Available in 10 models. 33 capac- 
ities from 21 to 2240. Compact 


cabinet of fine furniture steel, tens 
of thousands in use in offices, in- 
KEY CONTROL dustrial plants, hotels, stores, 
schools, hospitals i 


, and public 
$73.90 Complete 


buildings, large and small, in USA, 
Canada, and overseas. 
(75 capacity) 


FREE 16 page booklet. No obli- 
gation. Write for your copy today. 


P. 0. MOORE, INC. cten rivpte 11, pa. 


For More Information Circle No. 322 
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Last year, private industry in this country 
paid an estimated $18 billion to provide employee 
pension, welfare and unemployment benefits, the 
National Industrial Conference Board reports inits 
latest weekly chart series, "Road Maps of Indus- 
try." The 1960 total is $2.1 billion more than was 
spent by employers for employee security in 1959. 


Business contributed $5.2 billion for old 
age, survivors and disability insurance and $2.9 
billion for unemployment insurance last year—the 
25th anniversary of the Social Security Act. These 


two figures accounted for 45% of employer payments 
for employee security. Another 47% or $8.5 billion 
went into private pension and welfare funds, and 
the remainder in 1960 was compensation for injuries. 


During the 1950s, total wages and salaries 
in private industry increased 81% while employee 
security benefit payments rose 179%, the NICB re- 
ports. As a result, these fringe benefits climbed 
from 4.9% of aggregate compensation in 1950 to 
74% in 1960. The above figures indicate only the 
actual cash amounts paid out. Obviously there are 
vast sums spent for the expanding clerical work re- 
quired to implement every phase of these projects. 
Collection, accounting and record-keeping costs 
alone are growing substantially. 
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...with new Ditto. Masterfax'!. 


BRAND 


MASTERFAX, the 4-jobs-in-1] machine, gives you faster, cleaner, 
more economical masters. Here’s how! (1) It makes spirit masters 
from almost any original—typing, drawing, writing, letters, news- 
paper clippings, business forms—in less than 15 seconds. Since no 
carbon is used in making the original, typists and artists can work 
without error-worry. (2) It makes paper offset masters in 15 seconds 
or less, for less than 4¢ each. High-quality, long runs are obtainable 
from one original; it remains unchanged . . . may be used many 
times. (3) In addition, MASTERFAX makes low-cost, one-step, 
dry-process facsimiles from almost any original; newspaper, letter- 
head, business form. Also copies any image on MASTERFAX 
paper on any weight or grade of paper—even cloth. (4) Bonus 
Extra! MASTERFAX also laminates important papers for lifetime 
protection. For full details and demonstration, call your local DITTO 
Sales Representative, or mail the coupon! 
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DITTO, INC. 
6808 McCormick Rd., Chicago 45, III. 
Without obligation, please 
] Send additional information on the 
new MASTERFAX 
Arrange a MASTERFAX demonstration 
for my office 
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